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Chapter 1

Introduction

About This Manual

experience using a web browser, and that you

The TeamSite User’s Guide introduces you to the
day-to-day operations of TeamSite. It contains
detailed instructions for all the functions that
can be performed at the Author, Editor, and
Administrator levels, and is primarily intended
for Editors and Administrators. Authors should
refer to the Author’s Guide. Masters and
Administrators should also refer to the TeamSite
Administration Guide, the TeamSite Command-Line
Tool Reference, and the TeamSite Workflow
Developer’s Guide.

This manual refers to the version of TeamSite
that runs on the Windows NT or Windows
2000 server platforms. The client platform—
your own computer—may be any one of
Windows 95, 98, NT, or 2000; Macintosh; or
several types of UNIX. For more information
on supported client platforms, see the “Getting
Started” chapter of this manual.

This manual assumes that you have a basic
understanding of your computer and that you
are familiar with basic commands such as
opening and closing files. It also assumes that
you are familiar with the World Wide Web or

your company’s intranet, that you have some

have some knowledge of editing Web site files.

The TeamSite User’s Guide is also available
online, through the Help button in the
TeamSite graphical user interface.

Notation Conventions

This manual uses the following notation

conventions:

Boldface text represents the exact text that
appears in a GUI element (for example, a menu
item, button, or element of a dialog box). For

example:

Click the Edit File button in the Button
Bar.

Monospaced text represents command-line

output, or file names. For example:

The iwextattr command-line tool
allows you to set and look up extended
attributes on a file.

Monospaced italic textrepresentsa
command-line variable. The commonest
example of this is iw-home, which refers to the
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directory where TeamSite is installed. For

example:

iw-home\etc\iw.cfg

is the path to the main TeamSite configuration
file, iw. cfg, which is located in the etc
directory under the TeamSite installation

directory .
iwckrole role user

means that you must insert the values of role
and user yourself.

Monospaced bold text represents user
input. The > character that appears before a
line of user input represents the command

prompt, and should not be typed. For example:
http://TeamSite_hostname/iw

means that you must enter the above text as
represented, inserting the your TeamSite

hostname in place of the italicized text.

Square brackets [ ] surrounding a command-
line argument mean that the argument is

optional.

A | character separating command-line
arguments means that only one of the

arguments should be used.

2 TeamSite User’s Guide
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Overview

TeamSite Structure

TeamSite allows you to structure your web
development into different branches. Each
branch contains private workareas, which
contain complete virtual copies of the Web
site; a staging area, where contributors integrate
their work; and editions, which are read-only

snapshots of the Web site at various points in its
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TeamSite Process

development. Each area contains a virtual copy
of the entire Web site. Content is submitted
from workareas to the staging area, and the
staging area is then published as an edition.
Editions may then be deployed to your

production server.
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Optionally, your TeamSite administrator can
create the aforementioned branch structure on
separate backing stores. Backing stores, and all
the TeamSite structural elements, are
described in the sections that follow.

Backing Stores

A backing store is a large directory created by
the TeamSite installation program that contains

TeamSite files and metadata.

Previous releases of TeamSite have been
limited to one backing store per TeamSite
server. Now your TeamSite administrator can
create as many as eight backing stores per
TeamSite server. The functionality that
enables multiple backing stores is known as
MultiStore.

Each backing contains its own set of branches,
workareas, and editions. Multiple stores
associated with a TeamSite server share the
same set of TeamSite configuration files (for

example, users and roles).

TeamSite users using the file system interface
or WebDesk Pro are able to see all the active
backing stores to which they have permission to

acCcess.

Separate backing stores are typically created for
branches that meet the following criteria:

* Distinct deployment targets

* Legacy or infrequently accessed data

* Distinct ownership within your organization
¢ Content that will not be shared

Introduction

Backing stores are depicted in TeamSite with
the &2 icon.

Branches

TeamSite allows you to structure your Web
site into various branches of development.
Branches may be related to each other (for
example, alternate language versions of the
same Web site) or they may be completely
independent (such as internet and intranet Web
sites). Each branch contains all the content for a
Web site.

A single branch contains archived copies of the
Web site as editions, a staging area for content
integration, and individual workareas where
users may develop content without disturbing
one another. Branches can also contain sub-
branches, so that teams may keep alternate
paths of development separate from each other.
Content can be easily shared and synchronized
across branches and sub-branches. Users may
work on one branch or on several, and the

number of branches on a system is not limited.

Branches allow separate teams to work
independently on different jobs. Because all
branches are located on the same TeamSite
server, it is easy for one team to incorporate

the work of another into their job.

Branches are depicted in TeamSite with the .
icon.

TeamSite User’s Guide
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Sub-branches

A sub-branch is a branch subordinate to a major
branch. Each sub-branch receives its own
unique staging area and workareas and
generates its own editions, and it may contain
sub-branches of its own. Editions published on
a sub-branch can be integrated back into work
on the higher branch, or released as stand-alone

Web sites.

Workareas

A workarea is a virtual copy of the entire Web
site. Contributors can create content within
workareas and see their changes within the
context of the Web site without affecting the
actual site or the work of contributors in other
workareas. Users who have access to a
workarea can modify files within that workarea
and view their changes within the context of
the entire Web site before integrating their
work with that of other contributors (this
process is known as SmartContext™ QA).
Users can lock files in each workarea,

eliminating the possibility of conflicting edits.

All changes that are made to files in a workarea
are kept completely separate from other
workareas and the staging area until the user
chooses to promote his changes to the staging
area. Within a workarea, users can add, edit, or
delete files, or revert to older versions of files

without affecting users in other workareas.

Workareas are depicted in TeamSite with the

ﬁ icon.

Staging Areas

A staging area is where the work of different
contributors is coordinated. Contributors can
submit the contents of their workareas to the
staging area to confirm that their work is well

integrated with that of other contributors.

Staging areas are depicted in TeamSite with the

ﬁ icon.

Editions

An edition is an archived, read-only version of
the Web site that can be deployed to the web
server. Editions are “snapshots” of the staging
area at a particular point in time. Older
editions are kept in the branch along with the
current version. Contributors can create new
editions any time they feel their work is well
integrated, or any time they want to create an
update to the Web site for reference or
deployment. Each edition is a fully functional
version of the Web site, so that users may see
the development of the Web site over time and

compare it with current work.

Editions are depicted in TeamSite with the _J

icon.
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TeamSite Users participation in workflow processes and

TeamSite has four classes of users: Authors,
Editors, Administrators, and Master users.
Each of these types has different abilities and
levels of influence within the structure of
TeamSite.

Authors

Authors are primary content creators. All work
done by Authors goes through an explicit
approval step. They can receive assignments
from Editors which are displayed in Task lists
when Authors log in to TeamSite. Authors can
access TeamSite from a simple browser-based
interface and do not need to be sophisticated

computer users.

In order to test and check their work, Authors
have full access to the content in their Editors’
workareas, but do not need to concern
themselves with the larger structure and
functionality of TeamSite. The Author role is
appropriate for non-technical users, or for
more technical contributors who do not need
access to TeamSite’s extended functionality,
such as TeamSite’s advanced version

management features.

Editors

Editors own workareas. They create and edit
content, as Authors do, but they are primarily
responsible for managing the development
taking place within their workareas. This

includes advanced version management,

submitting completed content to the staging
area, and it may include publishing editions.

Editors have access to specialized TeamSite
content and workflow management functions.
Editors are generally “managerial” users, who
primarily supervise the work of Authors, or
self-managing “power” users, who need
TeamSite’s extended functionality to manage

their own content.

Administrators

Administrators own branches. They have all the
abilities of Editors, but they are primarily
responsible for the content and functioning of
their branch. Administrators can manage
project workflow by creating new workareas
for Editors and groups, and by creating sub-
branches of their own branch to explore

separate paths of development.

An Administrator is the supervisor of the
project being developed on his branch. He may
be the web master for a particular version of

the Web site, or a project manager.

Masters

Master users own the Web site. They can
perform all the functions of Editors and
Administrators on any branch. The Master user
owns the main branch, from which all sub-
branches are created. The Master user is

TeamSite User’s Guide
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generally involved in the installation of

TeamSite Workflow

TeamSite, and can reconfigure TeamSite on a

system-wide basis.

Editor
initiates job

Workflow Models

A workflow model is a general workflow
configuration that can be used repeatedly. Each
workflow model describes a process which may
include user tasks and a wide variety of
automated tasks. Workflow models are
configured by the system administrator or by
the Interwoven Client Services Organization.

For more information about configuring
different workflow models, consult the

TeamSite Administration Guide.

Below is a diagram of a very simple assign-edit-
approve workflow model. Email is sent to the
participants at every stage of the process, and
some automated tasks are performed at the

end.

Task: Task: Task:
Email sent Author »| Email sent
to Author edits files to Editor
A l
Reject /Task:\ Approve Task:
Task: Editor Task: Content
Email sent reviews Email sent == submitted —( Automated
to Author to Author to the

staging ared
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Jobs Each job is a specific instance of a workflow

A job is a set of interdependent tasks. One model. When a job is created, the job creator

example of a TeamSite job would be the set of must supply all the specific information for that

tasks needed to prepare a new section in a job. For example, the workflow model above

marketing Web site to support a new product might be used to create the job below.

launch.

Because jobs follow predefined workflow
models, tasks cannot be added to or removed

from individual jobs.

Tasks

A task is a unit of work performed by a single
user or process. Each task in a job is associated
with a particular TeamSite workarea and
carries a set of files with it. The user or process
owning a task can modify, add files to, or

remove files from the task.

Tasks have two possible states: active and
inactive. A task becomes active when its
predecessor tasks signal it to do so (predecessor
tasks and conditions for activation are all

configured as part of the workflow model).

Task:
Andre Task: Pat edits Task:
initiates job Email sent index.html | Email sent
to Pat and to Andre
banner.gif
A l
Reject /Task:\ Approve Task:
Task: Andre Task: Content Task:
Email sent reviews Email sent |— submitted Automated
to Pat to Pat to the deployment,
staging area

Once the task has been activated, users or
external programs can work on it. For
example, once a user task has been activated,
the user can work on the files contained in the
task. Once an external task has been activated,
the appropriate external program can run on
the files contained in the task. Inactive tasks are
tasks that have been completed, or that have
not been activated yet.

TeamSite User’s Guide



Chapter 2

Getting Started

This chapter explains about:

Setting up the TeamSite graphical user

interface:

Choosing a browser (page 10)

Logging in to TeamSite (page 10)

The LaunchPad applet (page 11)

Invoking and Conﬁguring the LaunchPad
applet (page 11)
Logging out of TeamSite (page 19)

TeamSite GUI views:

— The TeamSite Workflow view (page 20)

— The TeamSite Branch view (page 21)

TeamSite GUI elements:

— The TeamSite Tool Bar (page 23)

— The SmartContext™ Editing Tab
(page 23)

— The Casual Contributor interface
(page 25)

The file system interface:

— Accessing the file system interface
(page 26)

— Navigating through the file system
interface (page 26)

Setting Up the TeamSite
Graphical User Interface

The TeamSite graphical user interface (GUI)
gives you full access to TeamSite through a
simple browser-based interface. The GUI is
used to perform all functions specific to
TeamSite, as well as some general file
management functions such as creating new
files and directories. The GUI is also used to
edit files and perform in-context QA. TeamSite
supports the input of multiple languages
through the GUI. For details, see Appendix B,

“Internationalization.”

ditor: chris
[File =] [Eat 2
e | o | @ 4
Back Horme | Refresh To Do | Workarea
Wuain dovr
+Wdev
gﬁ:ﬁfém 1011811999 13:57
den I Achris 101871999 13:57
Dpar I Apat 1041871995 1357
STAGING AREA OWNER  CREATED
I ESTAGING chris  10/I8/1999 1356
EDITIONS PUELISHER PUBLISHED
1 Liled 0001 chis  10/18/1999 1338
I qaINITIAL root 101871999 13:56
I _'l_I d |
Logout Y
fransint

TeamSite branch structure, as seen through the GUI
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Choosing a Browser

The TeamSite GUI runs through a browser
such as Netscape Communicator or Microsoft
Internet Explorer. The TeamSite thin-client
interface does not require you to install any
other client software unless you will be editing
files through the TeamSite GUI. If you will be
editing files, you will need to install a small
utility called LaunchPad (see page 11).

The following table shows Compatibility for
most popular browsers on all supported client

platforms:
Netscape lirl(t:I?rztr
Windows 95,98, | 4 7x 4.x-5.57
and NT
Windows 2000 | 4.7x 5.0-5.52
UNIX 4.7x Not supported
MacOS 4 7x! 5.0

1. Interwoven Merge not supported on Netscape for MacOS.

2. Some versions of Internet Explorer 5.5 do not include the
Java Virtual Machine. If you do not have the Java Virtual
Machine you can download it from Microsoft's Web site at

www.microsoft.com.

Setting Browser Encoding

If you are using Netscape and you need to use
international characters in file names, you will
need to manually specify the encoding for
TeamSite. If you are using Internet Explorer or
if you do not need to use international

characters, you do not need to do this step.

Getting Started

To specify the encoding to use:

—_—

. In Netscape, select Edit > Preferences.
2. Click the Fonts option in the left pane.

3. In the For the Encoding menu choose

Unicode.

4. Set the variable width and fixed width fonts
to fonts that support the language you want

to view TeamSite in.

5. Choose Use my default fonts, overriding

document-specific fonts.

6. Click OK.
Before you log in:

1. Select View > Character Set > UTF-8.

2. Select View > Character Set > Set Default
Character Set.

3. Select View > Character Set > UTF-8

again.

Logging In to TeamSite

1. Access TeamSite through your browser:

http://TeamSite_hostname/iw/
2. The TeamSite login screen will appear.

3. Select your user type (Author, Editor,
Administrator, or Master) using the pull-

down menu.

10
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4. Enter your username and password, and
select your Domain from the pull-down

menu.

5. Click Login.

n TeamSite Login - Microsoft Internet Explorer

Usemame [oms |
Password [
Domain CHOGOLATE
Loginas [Edior =]
Interface 17 WwebDesk (Authors only)

Server. chocolate interwoven .com

S INTERWOVEN
Eal Wersion: 5.0.0.0 3022 20010423

TeamSite login screen

6. The TeamSite window will appear. The
view that appears is called your Home page
and can be returned to at any time by click-
ing the Home button in the Button Bar.
You can set the Home button to go to any
location in TeamSite where you have access

(see page 22).

If you have not set your Home page,
TeamSite will show you a list of the jobs
that you own. If you are an Author,
TeamSite will show you a list of the tasks

that you own.

In future logins, TeamSite will “remember”

your latest settings (role, username, and

domain) through a cookie it sets on your
computer.

About LaunchPad

If you are going to edit files or view them in an
editing application, you need to use
LaunchPad. LaunchPad is an applet which runs
in your browser (see page 11).

LaunchPad allows you to make associations
between file types and the editing applications
you want to use. For example, your computer
may automatically be configured to always
open HTML files in a browser. You can
configure LaunchPad so that when you open an
HTML file through the TeamSite GUI, it will

open in your editing application instead.

Invoking LaunchPad

LaunchPad will be invoked automatically the
first time you do something in TeamSite that
requires LaunchPad, such as editing or
importing files. The LaunchPad applet is

available for:

*  Windows 95, 98, NT, or 2000
*  Macintosh

« UNIX

The first time you edit a file through TeamSite,
your browser will display a dialog asking
whether or not you want to give permission to
run the LaunchPad applet. Click Yes.

1
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Security Warning

Do you want to install and run "CHTEMPYWYM7.tmp”
signed on 4/23/01 519 AM and distributed by

Interwoven, Inc,

Publisher athenticity veriied by VerSign Commercial
Software Publishers CA&

Caution: Intenwaven, Ine. asserts that this content is safe
“Vou should only install/view this content if you trust
Interwaven, Inc. to make that assertion,

SIGHED WITH PERMISSIONS
Full Permissions

™ Ahways bust content from Interwoven. Inc.

Yoo |[CTRS ] Meeinio |

The LaunchPad permission dialog (Windows)

This appletis signed by:
Interwoven, TeamSite, Interwoven Inc.,US

The Certificate Used to Sign the Applet is:
Issued by: Interwoven, Teamsite, Interwoven Inc., US
Serial Number: 2715

Expiration Date:  Sun Dec 31 00:00:00 PST 2000

Fingerprint:
Before running this applet, do
you trust this signature?

Ves

[ Always trust this signature

The LaunchPad permission dialog (Macintosh)

If you click the “Always trust” check box, this

dialog will not appear again.

Configuring LaunchPad

When you edit, view, create, or import a file,
TeamSite will start LaunchPad. You do not
need to start LaunchPad manually unless you
are installing or configuring it.

LaunchPad has several options that allow you to
customize the way that you work. You will
need to configure which file types are
associated with your editing applications. To
configure file types for Windows 95, 98, NT,
or 2000 client platforms, see page 12.

Getting Started

To configure file types for Macintosh or UNIX
client platforms, see page 14.

You can also configure whether you edit files
locally or remotely. You can choose to use
Direct Edit, where you edit files directly on the
server, or Remote Edit, which downloads files
to your computer where you can edit them,
then upload them to the server through
LaunchPad.

Configuring File Types for Windows 95, 98,
NT, or 2000

Windows associates different applications with
different file types, so that when you double-
click on a file, it knows what application to use
to open it. You will only need to configure
LaunchPad preferences for file types if they are
different from your Windows preferences. For
example, you may have a particular graphics
editor set to open JPEG files in your Windows
preferences, and want to use the same graphics
editor to edit JPEGs from TeamSite, as well. In
that case, you would not need to set
preferences for JPEGs in LaunchPad.

However, you may have a browser set to open
HTML files in your Windows preferences, but
you may want to use a text editor or a
WYSIWYG editor to edit HTML files from
TeamSite. In that case, you would need to set
preferences for HTML files in LaunchPad.

12
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Adding a New File Type
To add a new file type to your LaunchPad

preferences:

Select Edit > LaunchPad Setup. The
LaunchPad applet will appear as part of the
TeamSite window.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad
will appear.

TeamSite - Netscape

chocolate editor: chris

[File J |Ed\t = [view =l Ovenwite [1 7|
i o4 e (G A | 4 =) Y &
Back Hnme Rafresh Tn Do Il\lnrkavea aClearal | Compare | Get Latest Suhmn Basign | Views File | Edit File

General File Tyes | Remote Setup |

Extension
i
il=nioi=

Done Cancel
Logout

TEAMSITE

LaunchPad applet preferences: File Types tab

3. Click the Add button. An empty File Asso-

ciation window will appear.

File Association <]
File Extension |

Command line: Browse.

DDE Message |

DDE Applications |

DDE Tapic |

Copy From

[Warming: Applet Windaw

File Association window

4. Unless you are familiar with DDE settings
for your editing application, it is usually saf-
est to copy all necessary information from
an existing setting. Click the Copy From
button.

5. An Extensions window will appear. Scroll
down until you find an entry that uses the
editing application that you want to use.
Click the extension within that entry, then
click OK.

Ext [ Type [ DOE [ Command [=
™ Fiealieda Fie C\Real\Plaper\iealplay o %1

DS das Document C.\PROGRA™1\0PSESS1\0PVIEWER EXE "%1"

ot OpSession Fie "C\Program Files\0pS essiorkOpismer. sus' %1

s C\Program fles*Alacdin systems\Expander\Expanderene ..
b Encarta Encycloperia Yearbook Fil "€ \Program FilestMiciosolt Feference\Encata Encyciope:

pc Pal05 Appication C.\Progiam Files\Palminstapp. eve %1

wab WEE Fle " \Propram FilestOutock Expresswab.ave %1

oo Digial ID File "C:\Program Files\Dutlook Express \wab.exe'” fceriicate X1

ol Chamel Fe rotspad e %1

i Internet Documert Set “CAPROGRA™INNTERN™1\iesplore. exe' nohame msits.

chm Compled HTML fle T WIND DS thh e 1

mht Miciosalt MHTML Document 4.0 % "CAPROGRA™TMNTERN"\iewplore.sxe nohome

mhimi Miciosolt MHTML Document 4.0 4 "C\PROGRATYNTERN-1\espore e nohome

ul Internet Shortcut mndI32.exe shdocyw,di DperlJRL %1

WHT Miciosolt Neth esting Whiteboard Document C \Program FilestNetheeting \WBZ2 EXE" 21"

pox PCX Image Document C.\Promia T\ coess ™1 tmspainleve %1

s Outlook Express Nevs Message "C\PROGRAM FILES\OUTLOOK EXPRESS\MSIMM.EX

eml Outook Express Mail Message “CAPROGRAM FILESOUTLOOK EXPRESSMSIMN.EX,

ini Configuralion Seltings C UWINDOWS NOTERAD.EXE %1

bat Ms-D0S Batch File C.AWINDOWS \NOTEPAD.EXE %1 =l

Cancel

Extensions window

6. All the necessary information will be copied
into the File Type window. Edit the
Description of type and the Associated
extension boxes as necessary. The file
extension must begin with a period (for

example, .html, .jpg, .gif).

Note: You can only configure one
extension per entry. For example, although
you might want to use the same editor for
.htmand . html files, you would still need

to create two different entries.

7. Click OK.

13
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8. The new file type will appear in the File
Types window. Click OK.

Editing File Types

To Change the settings for an existing entry:

1. Select Edit > LaunchPad Setup. The

LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad
will appear.

3. Select the file type you want to change.

chocalate editor. ofy
[File =] [Edit =] [view =] Overmite [1 7|
1= A | ke FudA | @ | &
Back | Home | Refiesh | TaDo |Workarea | ociesrsl| Compare | GetLatest| Subwat | assign |View Fie | Edi Fie
General Flle Tvbes | Remote Getup |
Extenzion =

Change

Remove
Logout /‘y\

fEAssTY

LaunchPad applet preferences: File Types tab

4. Click Change. The File Association window
containing the settings for that file type will

appear,

Getting Started

File Extension [ et

Commandline  [CAPROGRA™TYWIND O'W~13ACCESS T wordpad eve "% 1" _Browse
DDE Message |

DDE Application |

DDE Topic [

Copy From
0K | Cancel
[Warming: Applet Windav

File Association window

5. From the File Association window, you can
change settings using the Copy From but-
ton, as described above, or you can edit
them manually. Click OK.

6. The edited file type will appear in the File
Types window. Click Done.

Configuring File Types for Macintosh or UNIX

LaunchPad allows you to associate different
applications with different file extensions, so
that when you double-click on a file, it knows
what application to use to open it. For
example, if you plan to edit HTML files, you
will need to configure the . html or . htm file

type.

Adding a New File Type
To add a new type of file to your LaunchPad

preferences:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types Configured specifically for LaunchPad
will appear.
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chocalate editor: chris

=] Overwrite [ 2|

m < earn = view
- /mJ«L @ © Select il
Back fome | Refresh Ta Do & Clear dll

General  File Types | Remote Setup

I

Extension

Logout!
feansin]y,

LaunchPad applet preferences: File Types tab

3. Click Add. An empty File Association win-

dow will appear.

O—————— FileAssociaton———————
File Bxtension | |
command line | I Bruwse...]
File Type [ [[Find Example... |

TIhD: LI T &

File Association window

4. Enter the file extension you want to config—
ure in the File Extension box. The file
extension must begin with a period (for

example, .html, .jpg, .gif).

Note: You can only configure one
extension per entry. For example, although
you might want to use the same application
for .htmand . html files, you would still

need to create two different entries.

5. Click Browse. In the pop-up window,
browse to the location of the application
you want to use. Select the application and
click Choose.

6. Click OK. The new file type will appear in
the File Types window.

Editing File Types

To change the settings for an existing entry:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad

will appear.
I—————————— (ot ————————F 5
chocolate editor: chrs

[Fite 2] Edit 4] View 4] Overwrite [ 2|

«[adl@ « selct

Bk | Home | Refrsh | ToDo | acleoral

General File Tyves | pomnote Setup

i

Logout]

feaasialy,

LaunchPad applet preferences: File Types tab

3. Select the file type you want to Change and
click Change. The File Association dialog

will appear.
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] File Association B

File Extension  [htmi ]

Command line |/Hard Drive/Applications (Mac 05 9)/Applications/SimpleText H Browsgm]

File Type [ﬁﬂ

| Fina Example..]

Warning: Applet Window %

File Association window

4. Click Browse. In the pop-up window,
browse to the location of the application
you want to use. Select the application and
click Choose.

5. Click OK. The edited file type will appear in
the File Types window.

Direct Edit: Saving Files Directly to the Server

You can use this option if you are using
Windows and can access the TeamSite server
on your LAN, or if you are using UNIX. Direct

Edit is not recommended for Macintosh users. !

To use Direct Edit:

1. (Windows only)
Using Windows Explorer, map your

TeamSite server to a shared network drive.
In the Path field, type in the directory for

your main branch (for example,
\\SERVERNAME\IWServer\default\m
ain).

1.

Certain Macintosh applications are incompatible with
LaunchPad Direct Edit due to differences in the way they
handle file types. Text editors such as BBEdit and SimpleText
will usually work with Direct Edit for the Macintosh.

Getting Started

Map Network Drive

Dive:  [==21 | 0K |
Path:  [WWEBSTERWWServer.defauttimain » Cancsl

¥ {Reconnect at logori

Map Network Drive window

2. (All platforms)

From the TeamSite window, select Edit >
LaunchPad Setup. The LaunchPad applet

will appear.

3. Select the Remote Setup tab.

2

3 TeamSite - Netscape

webster editor: chris
[File =] [Edt =] [view | Ovenwite [1 7|
- g |l@ A | el G| D | @ | & @ F
Back Horme | Refresh To Do |Workarea | oclearal | Gompare | GetLatest| Submit fssign | View File | Edit File
General | File Types Remote Setup |
Map this local mount (eg. Afiwserver/iwmain]
tathic area on the Teambite server [eq. /defauit/main)
Done Cancel
Logout
Feausit

The Remote Setup tab

4. Enter the local path in the Map this local

mount box.

For example (Windows client)
I:\branchpath\WORKAREA\workarea
name or (UNIX client)
//iwserver/iwmain/branch-
path/WORKAREA/workareaname).
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5. Enter the TeamSite path in the to this area

on the TeamSite server box (for example,
/default/main/branch-
path/WORKAREA/workareaname).

Remote Edit: Editing Files on Your Computer

All users can edit files remotely with
LaunchPad. You should use this option if you
are using a Macintosh, if you are using
Windows and cannot access the TeamSite
server through a LAN, or if you use multiple
TeamSite servers on a regular basis.

With Remote Edit, when you edit a file,
LaunchPad downloads a temporary copy of the
file to your local computer. LaunchPad then
opens the file in the editing application that you
have configured.

When you have finished editing the file, you
must tell LaunchPad to upload the temporary

copy to the TeamSite server.

Configuring Remote Edit Preferences

You can tell LaunchPad whether to remove or
keep the temporary copies of files that you have
edited when you upload these files. To set this

preference:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear.

2. Click the General tab. This tab allows you

to change the directory for TeamSite tem-
porary files. However, if you change this

directory, LaunchPad may not work prop-

erly.
3 TeamSite - Netscape
chozolate editer: chris
[File = [Edi =] [view = evarmio) ()
s | o | @ A || (G DAl W @ | & |
Back | Home | Refrech | ToDo |Workerss | ociears| Gompare | GetLoest| Submit | posign | Viem Fis| Eut Fis
General | File Types | Remote Setup |
Ditectoy for local e copies:
[CnwTeme
What o do with the laci fles after uploading the
" flvays ask whelher of not o remave them
€ hlways remove
€ hlays keep
Done | Cancel
Logout
Feawsimy

Setting preferences in the LaunchPad applet

3. Under What to do with the temporary
local files after uploading them, select the
option that best describes the behavior you

want.

If you select Always remove or Always
keep LaunchPad will not query you at the
time of upload. Always remove only
removes the temporary copies of files that
LaunchPad has downloaded from TeamSite.
It will not affect any other copies of the files
that you have on your computer. Always
keep leaves the temporary files on your
computer for further use. You may want to
use this option if you want to edit the files
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again after uploading them. If you use this
option, you will need to remove the files
manually at some point.

4. Click the Remote Setup tab and clear both
fields.

Using Remote Edit
To edit files on your local computer:
1. From the TeamSite window, select Edit >

LaunchPad Setup. The LaunchPad applet
will appear.

2. Select the Remote Setup tab.

3. Clear both fields.

Future edits will download a temporary copy of
the file to your computer and automatically
open it in the editing application that you have
configured LaunchPad to use. You will then
need to upload the file for your changes to

show up in TeamSite.

If you have closed a file or quit your editing
application, and you want to edit the file again:

1. Click the file name in the LaunchPad

window.
2. Click Edit.

3. The file will open in your editing applica-

tion.

Getting Started

Using a Different Editing Application
You can also choose a different editing

application than the one you have set in your
LaunchPad Preferences.

1. Click the file name in the LaunchPad

window.
2. Click Edit With.

3. A browsing window will appear. Browse
your computer until you locate the editing
application that you want to use, and click

its name.

4. Click OK. The file will open in the applica-
tion that you have chosen.

Uploading Files
LaunchPad permits you to upload the files you

have edited to the TeamSite server whenever

you are connected to the TeamSite server.

A file that has been edited since it was last
uploaded will be displayed in the LaunchPad

window with a @ (Changed) icon. A file that
has not been edited, or that has been uploaded
since it was last edited, will be displayed with

an (Unchanged) icon.
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/3 TeamSite LaunchPad - Microsoft Intemnet Explorer [_ o1 =]
]EHE Edt View Favoites JTools Help

Name [ Fath [ #rea [ size [ Date =l
et il defaulimarnich VOl 31 T4/2572001

bl | [Fepve | | Bt | gt | Dene || =

1] | o

@] Applet started || |52 Local intranet A

Viewing local files through the LaunchPad applet

To upload files:
1. Save your changes.

2. In the TeamSite GUI, select View > List
Local Files and click the names of the files

you want to upload.
3. Click Upload.

4. A dialog box will appear asking if you want
to delete the copy of the files on your hard
disk. If you want to continue editing the
files, click Keep. If you are finished with the
files, click Remove. To cancel the opera-
tion and close the dialog box, click Cancel.

5. TeamSite will upload the files you have just
edited to the TeamSite server.

If you are finished with the files that appear in
the LaunchPad window and do not want to

upload them, you can delete them from your
hard disk without uploading them first.

1. Click the file names in the LaunchPad

window.

2. Click the Remove button.

Logging Out of TeamSite

When you have finished your work and want to
log out of TeamSite, click the Logout button in
the lower left hand corner of the TeamSite
window. A confirmation window will appear.
Click OK. TeamSite will log you out and return

you to the login screen.
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TeamSite GUI Views

TeamSite has two main views: the Workflow
view, which displays information about jobs
and tasks, and the Branch view, which allows
you to navigate through TeamSite areas. In the
Workflow view, you can learn about the jobs
and tasks relating to you by clicking the To Do
button in the Button Bar. To view the details of
an individual job or task, click its underlined

name.

You can move from the Workflow view to the
Branch view by clicking the Workarea button
in the Button Bar. TeamSite will display a list of
the branches and workareas where you have
access. To navigate into a branch or workarea,
click its name. The TeamSite window will
display the Branch view.

In the Branch view, the left-hand pane (the
Navigation Window) allows you to navigate
through TeamSite. The right-hand pane (the
Work Window) will be updated as you
navigate through the system. The top of the
screen contains a Button Bar, containing
buttons for the most frequently used
commands, and a Menu Bar, containing drop-
down menus for all TeamSite commands. To
return to the Workflow view, click the To Do
button in the Button Bar.

Getting Started

Your Servername

Your Role

= Your Username
2l
J The Tool Bar

= N =
The Menu Bar

———
andre 10/18/1999 1357
chiit 10/18/1999 13:57
pat 1999 13:57 The BU"On Bor
e A | Comment Attached
P D to a Branch
I Qied 0001 chns 10/18/1999 13:58
I G@INITIAL root 10/18/1999 13:56 .
- The Work Window
| The Navigation
TS| SR |4l Window

Logaut

The TeamSite window, displaying a branch view

Using the TeamSite Workflow View

The TeamSite Workflow view allows you to
track your current jobs and tasks, to see the
history of a job, and to see what files make up a
task. To see jobs and tasks that you own, click
the To Do button in the Button Bar. To further
refine this view, select one of the options in the

View menu.

chocolate editor: chris
[File | [Edit = [view =l 2l

Created: 02/27/2000
1318

lease et the contact page. Category: Marketing.
TaskMame(D)  Date Ovner
Edit_ Contentchis  0827/2000  chris
978 1218

Created: 08/27/2000
o Owner: andre  Creator: andze

ignment (1972)

JobOptions =

jease tauch up the phato for tomorrows press

Operation

Category: Marketing,

Month Due:
Sep

Date Due: 8

TaskMame (D)  Date Owner  Status Deseription
TaOpiom  E]  AwhorWek(97) OS2I000 chiis  AssignedTo
it -
Logout
A Task list

To go to the Branch view, click the Workarea
button in the Button Bar.
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Navigating Through the TeamSite In a workarea, files and directories may be
Branch View displayed with several different icons. Each
icon contains information about that file or

To navigate through TeamSite, single-click the

. b <« :
underlined name of a branch, workarea, or dlrectory s status. See the “TeamSite Icon

directory in the Navigation Window (the 1eft— Reference on page 85 fOl‘ a Complete liSt Of

hand pane of the TeamSite window). The TeamSite icons.
contents of that branch, workarea, or directory

will be displayed in the Work Window (the
right—hand pane of the TeamSite window).

You may sometimes need to refresh the Work
Window to see changes that have been made.
You can do this by clicking the name of your
Click the name of a workarea, staging area, . y 8 o ) y

. ) . h current directory in the Navigation Window.
edition, or directory in the Work Window to

display its contents in the Work Window and To return to the Workflow view, click the To

to update the Navigation Window to show Do button in the Button Bar.

your current position in TeamSite. The

Navigation Window will show the branch T — B
. . chacolate editor: ciis
elements or directories at your current level, |F.|E |E — 3 S
3 3 3 3 = Selectl
and your current lOC&thH WIH be hlghhghted Back Hnme Mresh Tn To Il\lnmarea - ﬁ«paﬁ Ge{Lfﬂ sﬁn ns%ln \/elm File Edn Fie
with a red dot. Click the Back button in the e o A i
LAenris IjamE Size Last Modified NModified E
1 1 wi{_Jhtdocs ™ D category hitrl 19K 05/23/97 11:36 andre
Button Bar to return to the previous view. ieaes o || gl oK Darzmer 1156 andee
_ji‘;:‘::‘ I~ D customers html SK. 05123197 1143 andre
{ipraducts I Do bl 12K 05/23/97 1144 andee
3 3 {(services ™ B glossary html 2K 05/23/97 1144 andre
While both the Work Window and the Deervices |7 Jdossavbind ol 1147 e
. . . . ™ Emarkethtml 6K 05/23/97 11:44 andr
Navigation Window can be used to navigate, i o oy 12 0 ke
. . o . . . r Eﬁrodun:ts himl 1K 03/18/98 18:01 pat
you can only manipulate individual files in the I Osybmem bt 1K 0%27i97 1946 aadre
. . L I Dtechmcal html 1K 052397 1144 andre
Work Window. To view a file in a separate ™ By il 6K 052597 1145 andse
browser window, click its underlined name. . 12 fles it docafproducts
. . . . . KN _’IJ < |
To navigate into a directory, click its T ¥

underlined name. To perform an operation on A workarea containing modgqed, assigned, locked, and private
a file or directory, click the check box next to files

the file name. You can sort files and directories

by name, owner or publisher, and date by

clicking on the underlined attribute names in

the Work Window. By default, files are sorted
by name.
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Setting Your Home Page

To set your Home page:

1. In the TeamSite GUI, navigate to the
location or workflow view that you would
like to go to automatically when you first

log in.
2. Select Edit > Set Home Page.

Your Home page setting will be stored on the
TeamSite server. You can Change this setting at
any time, or reset it to the default setting. If
you change the name of the path to your Home
page (for example, if you rename a directory in
the path), you will need to set your Home page
again.

To reset your Home page to the default setting,
select Edit > Reset Home Page.

Getting Started
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L]
3 hitp:// webster:1080/iw-m...urceurl=http’ 347/ webster - Netscape

I Fle Edt View Go G Help
7 bel foued Reload  Home  Seach Metscspe Pt Secuiy  Slop BE
] " Bookmatks s Location: il /chocalste fm-movnt/defaulmain/cb A/ ORKAREA w1 e il B

o} i = 3

The Tool Bar MALLEEI A R in the same manner that gou would
Eclt | Gploaa | 2ssin | " A
ked server. Using the file system interface,
you can add or replace files (using drag and drop if your file system is represented graphically, as
it is in Windows 95 or MacOS), rename them, edit them, and create new files or directories

The Tool Bar consists of a Button Bar,
containing the most frequently used Once you have accessed the TeauSite server, you wil need to locate your workarea. The fle
system structure of the branch shown on page 7 1s shown below.

commands, and a Menu Bar which displays

iwserver

drop-down menus containing all available defaol
commands. Various commands are displayed in mein
the Menu Bar and Button Bar at different times
‘WORKAREA | |STAGING EDITION dev
according tO When you Can use t}lem' andre INITIAL ‘WORKAREA | |STAGING | | EDITION

andre| |pat | chris ed 0001 INITIAL

¥ -
3% TeamSite - Netscape [ [O1] Sample TeamSite file system struciure

chocalate e 6l =] [Document: Done
[Fite = [Edit =] [view =] Ovennite[1 2|
a & g | | G| G| @ | @& A browser window with the SmartContext Editing tab
Back Hatne | Refresh To Do |Workares | ocleardll | Gompare | Getlatest| Submit Sasign | Ve File | Edit File

Editor’s Tool Bar The SmartContext Editing tab contains an icon

and an indicator which tell you about the file’s

The Menu Bar contains three drop-down
menus: File, Edit, and View. Each menu is
displayed only when you can use at least one of
the commands that it contains. Individual
commands within the menus are displayed only
when you can use them. Your TeamSite server
may have some custom menu items not

described in this manual.

The SmartContext Editing Tab

When you click the name of a file in the
TeamSite GUI, the file will appear in a new
browser window containing the TeamSite
SmartContext Editing tab. This tab displays
information about the current status of the file
shown in the browser window. The buttons on

this tab allow you to edit the current page.

status. The icon tells you whether the file has
been modified or locked. The indicator tells

you whether or not you can edit the file.

Indicator
78X

Mew Record Preferences Submit Icon
Eclit Uplosd Azsign

The SmartContext Editing tab

Indicator | Status

Black You cannot modify this file; it is
locked or you do not have
permission.

Green You can modify this file.

Yellow | You can modify this file, but a
newer version is in the staging area.

Red You can modify this file, but it is in
conflict with the staging area.
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To learn more about the file’s status, move
your mouse arrow over the icon. A ToolTip

will appear with more detailed information.

The SmartContext Editing tab contains several
buttons. You can configure which buttons
appear through the Preferences button. For
more information about configuring the
SmartContext Editing tab, see “Setting Tab
Preferences” on page 25.

Minimizing the SmartContext Editing Tab

If you don’t need to use the SmartContext
Editing tab, you can minimize it to reduce its
size and loading time. To minimize the
SmartContext Editing tab, open the tab and

click the E (Minimize) button. The
minimized version of the tab will replace the
full version of the tab.

Fle Edt View Go G Help

¥ hitp: // webster1080/iw-m._.urceurl-http%34// webster - Netscape |

7 bel foued Reload  Home  Seach Metscspe Pt Secuiy  Slop BE
wf " Bookmarks £ Location:[A2A0AHanBya JUNE 73t/ webste -

ootz through the file system in your workarea in the same manner that, you woul d

Allany wehsite file system on a networleed server. Using the fle system interface,
eplace files (using drag and drop if your file system is represented graphically, as
itis in Windows 95 or MacOS), rename them, edit them, and create new files or directories

Once you have accessed the TeamSite server, you will need to locate your workarea, The file
system structure of the branch shown on page 7 is shown below.

wserver
default

main

WORKAREA | |STAGING| |EDITION dev
landre INITIAL 'WORKAREA | [STAGING| | EDITICN

andre| |pat| | chris

ed_0001 [ INITIAL

Sample TeamSite file qystem structure
= == [Dacument: Done

A browser window with the minimized SmartContext Editing tab

Getting Started

To reopen the SmartContext Editing tab, click

the @ (Maximize) button on the minimized
tab.

Closing the SmartContext Editing Tab
To close the SmartContext Editing tab, click

the (Close) button on the tab. To get it
back, click the Back button in your browser,
or return to the TeamSite GUI and click the
name of a file.

Moving the SmartContext Editing Tab

To move the SmartContext Editing tab, click
on the blue title bar and drag it to where you
want it to be.

SmartContext Editing and LaunchPad

When you are using SmartContext Editing, if
you have LaunchPad set to use Remote Edit,
you should configure your LaunchPad to
Always Remove uploaded files (see page 17).
If you do not set this option, the LaunchPad
window will rapidly fill up with the files that
you edit, and they will not be automatically
removed. You can, however, remove these
files manually.
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Setting Tab Preferences
You can configure which buttons appear in the

SmartContext Editing tab. To choose which
buttons appear:

1. Click the Preferences button in the
SmartContext Editing tab. The Preferences

window will appear.

7 SCE: Preferences - Microsoft Internet Explorer [_[O]x]
Preferences: Select buttons for SCE
[ | Details [T TeamSte | Frameset [T View 7 | Preferences | [ Mew File
= submit ¥ images W visualDitf | [F Edit W Crecklinks [T Task
¥ Upioad [ Assign
(__OK ) ( Cancel )

The SmartContext Editing Preferences window

2. Click the check boxes for the buttons you
want to appear on the tab. Unavailable
selections will be grayed out. Certain
options such as Assign, Upload, Submit,

Edit, and Preferences are always available.

The Casual Contributor Interface

The Casual Contributor Interface allows you to
click on links in Web pages that will take you to
a specific part of the TeamSite GUI. Possible

actions are:

. Assign—prompts you to create a new task
with a specific file attached (available only
for non-Authors).

* Edit—opens a file for editing.

* SCE—opens a file in a browser for use with
SmartContext Editing,

If you have logged in to TeamSite recently
enough that your authentication has not
expired, you will be taken directly to the
appropriate page or part of the TeamSite GUI.
Otherwise, you will have to log in again, and
you will be taken to your Home page. The
amount of time you have before your
authentication expires is configurable by your

site administrator.

The appearance and placement of these links is
configured on a site by site basis. Consult your

site administrator for more information.
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The File System Interface

The file system interface allows you to manage
your web content in TeamSite as if it were on a
mounted drive on the network. The file system
interface is used primarily for file management
functions such as moving and copying files, and
it can also be used to edit files. It also allows the
use of links checkers and scripts that need to be
able to access or create files. In addition, most
TeamSite operations can be performed from a
command-line interface (see the Command-Line
Tool Reference Manual).

Accessing the TeamSite File System
Interface

You can access TeamSite as you would any
networked Windows NT or Windows 2000

SErver:

Windows client

To access TeamSite from Windows, use
Network Neighborhood to locate the TeamSite
server. You can navigate to any directory in
TeamsSite (for example, the top level of a
branch or workarea, or a directory within a
workarea), and create a shortcut to that

directory.

You can also mount the TeamSite server as a

networked drive:

1. In Windows Explorer, select Map
Network Drive from the Tools menu.

Getting Started

2. Select the drive letter you want to map the
TeamSite server to from the pull-down

Drive menu.

3. Locate the TeamSite server in the Shared
Directories list. Double-click on the Team-

Site server.

4. Double-click on IWServer.

The TeamSite server will now be mounted as a
networked drive.

Macintosh client

To access TeamSite, you will need client
software such as DAVE. Install DAVE (or other
client software that allows you to access a
Windows NT server), and use it to mount your

TeamSite server.

UNIX client

To access the TeamSite server you will need to
install an SMB client. Login to the TeamSite
server using your TeamSite username and

password.

Navigating Through TeamSite

You can navigate through the file system in
your workarea in the same manner that you
would navigate through any Web site file
system on a networked server. Using the file
system interface, you can add or replace files
(using drag-and-drop if your file system is
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represented graphically, as it is in Windows or
MacOS), rename them, edit them, and create

new files or directories.

Once you have accessed the TeamSite server,
you will need to locate your workarea. The file
system structure of the branch shown on page 9

is shown below.

Here, the main branch (main) contains one
workarea (andre), a staging area, one edition,

and a sub-branch (dev). The sub-branch

iwserver

default

WORKAREA | |STAGING' | EDITION

andre INITIAL

Sample TeamSite file system structure

andre| pat | chris

contains three workareas (andre, pat, and
chris), a staging area, and two editions. Each
workarea, staging area, and edition contains a
complete virtual copy of the Web site, so you
must first navigate to your workarea, then
navigate to the portion of the Web site you are
working on. You can create shortcuts
(Windows) or aliases (Macintosh) to files or
directories within TeamSite, as you normally
would for files or directories on your local
computer.

dev

WORKAREA | |STAGING | | EDITION

ed_0001| INITIAL
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Chapter 3

TeamSite Basics

This chapter discusses basic TeamSite

functionality such as:

Creating new files (page 29)

Creating new directories (page 31)
Deleting files and directories (page 31)
Editing files (page 31)

Importing files into your workarea
(page 35)

Renaming files (page 36)

Moving files (page 36)

Copying files (page 37)

Viewing files (page 37)

Submitting files to the staging area (page 38)
Updating your workarea (page 41)

TeamSite supports the input of multiple

languages through the GUI. For details, see

Appendix B, “Internationalization.”

Creating New Files

You can only create new files in directories

where you have write permissions.

Before you create or edit files with TeamSite,

you must configure TeamSite’s helper applet,

LaunchPad (see “About LaunchPad” on
page 11).

To create a new file in a workarea where you

have access:

1.

Go into the workarea by clicking its name.
When you are in a workarea, the New File
command will appear in the File menu.
Within the workarea, navigate to the

directory where you want to place the new

file.

. Select File > New File. The New File dialog

box will appear.

In the New File dialog box, if the current
directory location is not where you want to
put the new file, navigate to the directory
where you want to put the file.
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/J Interwoven WebDesk: New File - Microsoft Intemet Explorer [_[O]x]

New File Templates:

iFile Templates =
2 plain File

» CImsword

Hew File Hame: indlex htrl

(Create ) (_Close )

The New File window

3. Select the type of template you want to use,
then select the specific template that you

want to use.1 If you do not want to use a
template, select Plain File.

4. In the New File Name box, type the name

of the file you want to create. You will need
to include the suffix (that is,
filename .html). Do not use the

following characters in file names:
N/ R 2 s

If a file with the same name exists in another
workarea and is locked, you will not be able
to create the file. If a file with this name
exists in the staging area, you will be asked

whether you want to create a new file or

1.

The templates you select through the New File window are not
TeamSite Templating templates. For more information about
New File templates, see page 97. For more information about
TeamSite Templating, consult Using and Configuring TeamSite
Templating.

TeamSite Basics

bring a copy of the file in the staging area
into your workarea. Follow the directions
in the dialog boxes that appear.

5. Click Create.

UNIX users: The file will open in the application

associated with its file extension. Edit the
file as you normally would, and save your
changes. If you are using Direct Edit (see
page 16), the file will be saved to the
TeamSite server each time you save it. If
you are using Remote Edit (see page 17),
your changes will not be uploaded until you
quit your editing application.

Windows and Macintosh users: The file will

open in the application associated with its
file extension. If you are using Direct Edit
(see page 16), changes will be saved to the
TeamSite server when you save the file. If
you are using Remote Edit (see page 17), its
name will appear in the LaunchPad
window, and you must upload it after you
have saved it.
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Creating New Directories

Creating New Directories

You can only create directories inside

directories where you have write perrnissions.

To create a new directory in a workarea to

which you have access:

1.

Go into the workarea by clicking on its
name. Within the workarea, navigate to
where you want to place the new directory.
When you are in a workarea, the New
Directory command will appear in the File

menu.

. Select File > New Directory. A dialog box

will appear, asking you to enter the name of

the new directory.

. Type the name of the directory you want to

create. Do not use the following characters

in directory names:

N/ R 2 s

. Click OK. An empty directory will be

created.

Deleting Files and Directories

To delete files or directories in your workarea:

1. Navigate into your workarea and click the
check boxes next to the files or directories
that you want to delete.

2. Select File > Delete. A dialog box will
appear asking you to confirm these

deletions.

3. Click OK.

The list of files in your workarea will be

updated to reflect the deletions.

Editing Files

TeamSite allows you to edit files from the
TeamSite GUI in two ways: through
SmartContext Editing, where you browse the
Web site and edit pages as you view them, or
through the main TeamSite GUI, where you
browse the directory structure of the Web site
and edit individual files.

Before you create or edit files with TeamSite,
you must configure LaunchPad on your
computer (see “About LaunchPad” on page 11).
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Editing Files Through SmartContext
Editing

1. To edit a file using TeamSite SmartContext

Editing, click the name of a file in the Work

Window or a Task Details window in the
TeamSite GUI. The file will open in a new
browser window containing the TeamSite
SmartContext Editing Tab.

2. Navigate through the Web site by Clicking
links until you reach the page you want to
edit.

3 htp: //webster:1080/iw-m.__urceurl=http%3A// webster - Netscape
Fle Edt View Go Commuricator Help

7 Gk foped Rebad  Home  Seach Netcape  Pinl  Seculy  Stop IN]
j " Bookmarks A Location [ itei/7chocolate/inemount/defsul/main/cbl AWORKAHEA cw /el il =

] 0] K ™ E3
Mewy Record Preferences Submit
Edit | Upioset | “ssion |

ea in the same manner that you would
ked server. Using the file systeminterface,

you can add or replace files (using drag and drop if your file system is represented graphically, as
it is in Windows 95 er MacOS), rename them, edit them, and create new files or directories

Once you have accessed the TeamSite server, you will need to losate your workarea. The fle
system structure of the branch shown on page 7 is shown below.

wserver

default

main

WORKAREA | |STAGING| |EDITION dev

andre INITIAL WORKAREA | | STAGING | | EDITION

led_0001 || INITIAL

andre| [pat] [ chris

Sarnpie TeamSite file systerm structure
= == | Document: Done

A browser window with the SmartContext Editing tab

3. Click the Edit button on the tab. The file

will open in your editing application.

4. Edit the file as you normally would. Save
the file when you are finished editing it.

TeamSite Basics

5. To see the changes you made, return to the

SmartContext Editing window and click the
Upload button on the pulled-out tab. Your
changes will be uploaded at this time.

Checking Links with SmartContext Editing

To check links in your current page:

1. If the Check Links button does not appear

in the SmartContext tab, use the
Preferences button to add it (see “Setting
Tab Preferences” on page 25).

2. Click the Check Links button. The Links

window will appear.

F Links in /default/main/w0RKAREA/homei/tests/html/links.html - Microsoft Intemnet Explorer sl B3

G

1. @ dink ity Masewyahoo.com
2. @ link bt e dortexistatal net/
3. @ dnk hitp:Mernew.google comd
4

@ ik ftpctp mozile orgipubiwebtooksbugzile-LATEST tar gz

o |_|J

(_Close

The Links window

3. This window shows the status of the links

that appear on the current page:

Green The link works.
Red The link is broken.
Yellow | The link can’t be validated as either

correct or broken by this link
checker.

32

TeamSite User’s Guide




Editing Files

Editing Images with SmartContext Editing
To edit the images that appear in a page:

1. If the Images button does not appear in the
SmartContext tab, use the Preferences
button to add it (see “Setting Tab
Preferences” on page 25).

2. Click the Images button on the tab. An
Images window will appear, containing all

the images that appear on the page.

3 Im. in /default/main/WORKAREA/homer/tests/html... M=l E3

2 images in links.htmi

1) cattipg

2) cat2jpg

(_Close. )

The Edit Images window

3. In the Images window, click the image you
want to edit. A new window will appear,
displaying the image and the SmartContext
Editing tab.

4. Edit the file using SmartContext Editing
(see page 32). Save the file when you are
finished editing it.

SmartContext Editing and Framesets

If you are editing a frame-based page, a
SmartContext Editing tab will appear in each
frame so that you can select which file to edit.
However, you can also edit the frameset file
itself.

To edit a frame-based page’s frameset file:

1. If the Frameset button does not appear in
the SmartContext tab, use the Preferences
button to add it (see “Setting Tab

Preferences” on page 25).

2. Click the Frameset button on the tab. The
Frames and Framesets window will appear
with a list of the frameset file and all the files
it contains. Frameset files are marked with
an FS; files contained within the frameset

are marked with an F.

73 Frames and Framesets in toc.html - Microseft Interet Explarer [_[o]

Current Frame: fdefault/main WORK AREAMomerfdemosimoe html

IefaultimainkhORKARES homeridemosimoe Himl
menu ¥
title

Fnain

es
214 bytes

homer

Feb 25,2001 4:47:34 P
No

hamer

Fel 25,2001 44734 P
val

wiwiwiwiwi

Hehogolsteidetaul nain AMORK ARES.homer

At 26,2001 608:33 P
Locked by launching ecit

[
=)

The Frames and Framesets window
* To get information about any of the files
listed, click its name.

* To edit one of the files, click its name, then
click Edit.
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To submit one of the files, click its name,
then click Submit.

To view one of the files in its editing
application, click its name, then click View.

To upload one of the files you have edited to
TeamSite, click its name, then click
Upload. This will do the same thing as the
Upload button in LaunchPad (see
“Uploading Files” on page 18.

Editing Files Through the TeamSite GUI

To edit a file through the main TeamSite GUI

TeamSite Basics

4. The file will open in your editing

application. Edit the file as you normally
would. If you are using Remote Edit, you
will need to upload the file from LaunchPad
after you have saved it.

Editing Files With an Alternate Application

To edit a file using an alternate editing

application:

Macintosh and Windows users only:

. - e 1. Navigate to the directory containing the file
using your default edltlng application: you want to edit. Click the check box next
1. In the TeamSite GUI, navigate to the to that file.

d(iirectory containing the file you want to 7. Select Edit > Edit With.

edit.
An Open With window will appear. Select

2. Click the check box next to that file. the editing application you want to use from
3. Click the Edit File button in the Button Bar the list displayed.

or select Edit > Edit File. - -

If you are using LaunchPad’s Direct Edit e LG

feature (see page 16), changes will appear - [ — =

on the server as soon as you save them. If 3

you are using Remote Edit (see page 17), a

temporary version of the file will be " .

downloaded to your computer, and its [ ] cod | ove |

name will appear in the LaunchPad

. . . The Open With window

window. Changes will not appear until you

upload the files from LaunchPad. . L
If you cannot find the application you want
to use, click the Other button and navigate
to the location of the editing application.
Click Open.
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Importing Files into Your Workarea

Open With...
Lock i |3 Pragrem - =1

Defauls (3 SpellChk. B lekback exe
DyrForts FENETSCAPE EXE
FullSaft [P nshind exe
Java B NSimport 32 eve
NetHelp Frsnotily.exe
nls [ nnshind exe
Plugins BE sendioizene

File pame: [ Dpen |

Files of ype:  [Frograms | Cancel

Locating an editing application

3. The file will open in your editing
application. Edit the file as you normally
would. If you are not using Direct Edit, you
will need to upload the file from LaunchPad
after you have saved it.

Importing Files into Your
Workarea

TeamSite lets you import files residing on your
hard drive into the TeamSite system. You must

have LaunchPad installed (see “About
LaunchPad” on page 11) to import files.

Importing Files
To import a file:
1. Select File > Import Files.

2. The LaunchPad applet will open within the

TeamSite window.

3. Use the Name navigation box to browse to

the location of your files on your hard drive.

4. Select the file you want to import and click
Add. The selected file will appear in the list
at the bottom of the window. Continue
adding files until you are finished.

¥ TeamSite - Netscape [_ 0[]
chocolate editor: ohris
[File =] [Edi =] [view = Overrite [ 2|
e | o | @ A | cokanl oy A | G| @
Back | Home | Refiesh |  TaDo |Workarea | ocisard| Compare | Getlatest| Submt | essign |View Fle | Edt Fie
Wmain = 15
sogdey
HAchris Folder  |web - up
Jhtdocs
i Jcompany Name
Joontact Graphics
Qumages E] ol
¢ dproducts =] news.himl W
i lservices 5 support.himi o ifed
- _Jsupport
E— Add Al
Path  [CiDocumentsiweb _I
File Path
i
5 CADocumentsweblabout html ﬂl
3 cADocumentswe blinfo htrml
Removesl
Impert
- Cancel
« 3
Logout P o
TEAMSITE

Importing Files

5. When you are finished adding files, click
Import. Your files will be imported to the

TeamSite server.
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Renaming Files

The TeamSite Rename command gives a file a

new name, but does not change the directory

path to the file. If you want to both rename and

move a file, you must use the Move command.

You can only rename files if you have write
permissions for the directory containing the

files. To rename a file:

1. Select the check box next to the name of the

file that you want to rename.
2. Select File > Rename.

3. A dialog box will appear. Type the new

name (not the full path) of the file, including

extension. Do not use the following

characters in the file’s name:

N k2t >

4. The file will appear in the workarea with a

ﬂ (Modified) icon.

Renaming a file creates a new file with the new

name and deletes the old file. The version
history of the file will keep track of the name
change—older versions of the file will not be
lost.

You should submit the deleted file to the
staging area (see page 61).

TeamSite Basics

Moving Files
To move a file from one directory to another:

1. Select the check box next to the name of the
file that you want to move.

2. Select File > Move.

3. A dialog box will appear asking you for the
new name or path. Type the full path of the
directory where you want the file to be
moved to. Be sure to include the file name
in the path. You can use an absolute path
(rooted in the workarea’s root directory) or

arelative path, and you can change the name

of the file.

/htdocs/products/index.html
would specify an absolute path.

products/index.html would specify a
relative path.

../support/index.html would specify

a relative path.

4. The file will appear in the new location with
a ﬂ (Modified) icon.
The version history of the file will keep track of

the change in location—older versions of the
file will not be lost.
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Copying Files

Copying Files
To copy a file from one directory to another:

1. Select the check box next to the name of the
file that you want to copy.

2. Select File > Copy.

3. A dialog box will appear asking you for the
new name or path. Type the full path of the
directory where you want the file to be
copied. Be sure to include the file name in
the path. You can use an absolute path
(rooted in the workarea’s root directory) or

arelative path, and you can change the name

of the file.

/htdocs/products/index.html
would specify an absolute path.

products/index.html would specify a
relative path.

../support/index.html would specify

a relative path.

4. A copy of the file will appear in the new
location with a ﬂ (Modified) icon.

Viewing Files

You can view any file that you have read access
to, even if it is locked by another user.

Browser View

To view a file within the context of the Web
site, click its underlined file name within a
workarea, staging area, or edition. The file will
appear in a new browser window. You may
need to clear the disk cache in order to see

changes immediately.

If your Web site uses frames, you may need to
click the top-level file (often index.html)
and navigate to the file you need within the

frame.

If you need to see the end of the page’s URL
(for example, if you need to see the name of the
displayed file), click the browser’s Location
text box, then press the End key. To return to
the beginning of the URL, press the Home key.

Source View

To view a read-only copy of a document in
your preferred editing application, click the
check box next to that file, then click the View
File button in the Button Bar or select Edit >
View File. A read-only copy of the file will be
opened in your preferred editing application.
You will be able to edit this copy, but you will

not be able to save any changes you make.
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Submitting Files to the
Staging Area

Submitting Files Using SmartContext
Editing
If you have been using SmartContext Editing

and want to submit the file that you have
edited:

1. Click the Submit button in the
SmartContext Editing tab for the file you

want to submit.

2. A dialog box will appear. Enter any
comment you want to attach to the file’s
history, and click OK.

Your changes will be uploaded (if they haven’t
been already) and the file will be submitted to
the staging area.

Submitting Files Using the TeamSite GUI

When you submit files to the staging area, you
can either submit them directly, or invoke a

workflow process (using a submit job template)

which will submit the files.

Submit job templates are configured on an
individual site basis. They may perform

automated tasks such as post-processing or

links checking before submitting your files. To

find out what submit job templates are available

on your system, consult your system

administrator.

TeamSite Basics

The Submit button in the TeamSite GUI may
be configured to use either the direct submit or
the workflow process submit (see below).
Consult your system administrator to find out
how your system is configured.

Submitting Files Directly

To submit files or a directory to the staging area

(you can only submit one directory at a time):

1. Select the check boxes next to the items that
you want to submit in your workarea. If no
items are selected, TeamSite will submit
your entire current directory. To submit an
entire workarea, go to the top level of the
workarea and do not select any check

boxes.

2. Select File > Submit--Direct. A Submit

window will appear.

3. Enter any comments you have in the
comment boxes. The Submit window
contains two sections: a Submit Comments
section, which consists of a section where
you can enter comments for the entire
Submit operation and a field where you can
enter keywords (for example, for automatic
triggers), and an Individual Comments
section, where you can attach comments to

each file’s history.
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Submitting Files to the Staging Area

4. If you want to overwrite files and 3 Enlr Comnoats TeanS o Holecape BE=IE
. . . . . . Enter Submit C. it
directories in the staging area with the files R
Subrnit Cancel
in your workarea, regardless of which ™ Crwerrite Staging fcea Files
. 3 . . I Eeep Locks
version is newer, click the OverWrite
. . Submit Comment Section
Staging Area Files check box. If you are comment
.. . . . . lnaintensnce for tech suppert section of website =
submitting a directory, this operation is "
equivalent to deleting the directory from A
the staging area and then submitting the - -
info field:
directory from your workarea. Any files
that are in that directory in the staging area Individuel Corment Secion
. . . . ibout html:
but which are not in the directory in your e T T =

workarea will be deleted from the staging

area. - -
Replicate Comment

5. 1If you want to retain any locks you have on LI _
files being submitted, click the Keep Locks
check box. If you do not select this option :

. y . p ’ ! Ll_l
all locks will autornatlcally be released upon
. . Subrmit Cancel

submission. sty et

6. Click the Submit Files button. Submit Comments window

Submitting Through a Workflow Process

To submit files using TeamSite workflow:

1. Select the check boxes next to the items that
you want to submit in your workarea. If no
items are selected, TeamSite will submit
your entire current directory. To submit an
entire workarea, go to the top level of the
workarea and do not select any check

boxes.

2. Select File > Submit.
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3. If there are multiple submit job templates

available, you will be asked to choose one. If

there is only one, its Submit window will
appear. The Submit window’s appearance

may vary from one job template to another.
The rest of this section refers to the default

submit job template.

4. Enter any comments you have in the

comment boxes. The Submit window

contains two sections: a Submit Comments

section, which consists of a section where

you can enter comments for the entire

Submit operation and a field where you can

enter keywords (for example, for automatic

triggers), and an Individual Comments

section, where you can attach comments to

each file’s history.

5. If you want to overwrite files and

directories in the staging area with the files

in your workarea, regardless of which
version is newer, click the OverWrite
Staging Area Files check box. If you are
submitting a directory, this operation is
equivalent to deleting the directory from
the staging area and then submitting the
directory from your workarea. Any files

that are in that directory in the staging area

but which are not in the directory in your
workarea will be deleted from the staging

area.

TeamSite Basics

6. If you want to retain any locks you have on
files being submitted, click the Keep Locks
check box. If you do not select this option,
all locks will automatically be released upon

submission.

7. Click the Submit button to continue with
the Submit operation. You also have the
option of holding the submit job and
submitting the files later, or cancelling it.

3 Submit Comments Entries - Netscape

Submit Comments
TEANSITE
Submit Hold Submit Job Cancel Submit Job__|
I Overwrite Staging Area Files ™ Keep Locks
Submit Connent Section
conument:
|
. _'I_I
info field:
Individual Comment Seciion
/foo.html
-
: ;I_I
Submit | Hold Submit Job Cancel Submit Job__|

Default Submit job window
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Updating Your Workarea

After You Submit

Submitting Conflicting Files

If you are submitting a workarea or directory
and there are conflicts, the Compare screen
will appear. In this screen, you have the option
to merge files (see page 52), overwrite your
changes (see page 47), or overwrite the

Changes in the staging area.

To overwrite changes in the staging area with

your modifications:

1. In the Compare screen, the Overwrite
button in the Button Bar will already be
selected. Select the check boxes next to the
files that you want to overwrite in the

staging area.

2. Click Submit. This will overwrite the files
in the staging area with the selected files in
your workarea and submit any files that
were not in conflict from the original

submission.

Submitting Directories

When you submit a directory, only the files
that have been changed (including modified
files in subdirectories) are actually submitted.
For a complete list of which individual files
were submitted from a workarea, go into that
workarea and select View > Submit Log.

Viewing Submit Logs

To learn which files have been changed in the
staging area since it was last published, go into
the staging area and select View > Submit Log.

3 TeamSite - Netscape

chocolate editor: chris

[Fite =l [Edit =l [view =l 2

& G} @ A - Select Al
Back Home | Refresh ToDo |Workarea | o Glear sl

Winsin g
adev
+Henris List of subrnits for workarea: 'chris! =

1 item submitted by chris on Oct 05 16:48 1999

Wresource. fri

Name Status Rewision Submit D
Dexample2.zif  MODIFY frazin/dew/2 10/05/18:

Path: /

1 item subnitted by chris on Oct 05 16:48 1998 (%)
47 items sul 1 by chris on Oct 04 12:23 1999
1 item submitted by chris on Cct 04 12:02 1393

1 item submitted by chris on Oct 04 12:02 1399

1 item submitted by chris on Oct 04 12:02 1599

42 itemns sub 4 by chris on Oct 04 12:01 1993
2 iteme submitted by chris on Oct 04 12:00 1989

1 item submitted by chris on Oct 04 11:59 1599

¥ 1 itern submitted by chris on Cct 04 11:58 1399 -
“ Ol 7] I 3
Logaut

TEAMSITE

Submit Log

Updating Your Workarea

Files in the staging area can be changed by other
users without ever affecting your workarea. If
you want to be working on the latest versions
of all the files in your branch, you will need to
update your workarea from the staging area. If
you want to continue working on the version of
your files already in your workarea, do not
update your workarea. However, if you do not
update your workarea, you may encounter
conflicts when you edit files and submit them

to the staging area.
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To update your workarea:

1. Click the check box next to the files or
directory in your workarea that you want to
update from the staging area. If no files or
directory is selected, your current directory
will be updated. If you are the top level of
your workarea and no items are selected,

your entire workarea will be updated.

2. Click the Get Latest button in the Button
Bar, or choose File > Get Latest.

If there are no conflicts, the Get Latest
command compares all of the files in the
selected area with the corresponding files in the
staging area and updates your workarea with
the latest versions. If a file in your workarea is a
newer version than the file in the staging area,
it will be left alone.

If there are conflicts (corresponding files have
been changed both in your workarea and in the
staging area), a Compare screen will appear.
For more information about the Compare
screen, see page 47. Using the Compare
screen, you can merge the two versions or
choose one over the other (see page 47). To
overwrite the files in your workarea with files
from the staging area, regardless of which
version is newer, select the Overwrite button
in the Button Bar (it will turn red), then choose
Get Latest. Use this option only if you want to
throw away modifications that you have made.

If you use the Overwrite button to overwrite a
directory, this operation is equivalent to

TeamSite Basics

deleting the directory from the workarea and
then copying the directory from the staging
arca. Any files that are in that directory in the
workarea but which are not in the
corresponding directory in the staging area will
be deleted from the workarea.

To learn what files the Get Latest command has
updated in your workarea, select View >
Update Log. Click underlined entries in the
Update Log window to see a list of the files that
were updated in each Get Latest operation.
Click individual filenames to view the version
of the file that was submitted.

The entries are sorted by date.

3 TeamSite - Netscape

chocolate editor: chris
[Fite =l [Edit =l [view = 2l
& /mwji @ A © Select il
Back Home | Refresh To Do |Wilorkares | o Glear Al
Wuwsin = g
+Wdev
i HAchris List of updates for workarea: 'chris'
1 itern updated on Oct05 13:51 1999
Name Status Eewision Update Date
Hnewshtml  ADD fmainfdev/1 10/05/1959 13:51
Path: /
1 item updated on Oct 05 13:51 1599 (*)
7 items updated on Oct 04 12:26 1599
T ;l_l 4 | 0|
Logout
TEAMSITE
Update Log
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Chapter 4

Version Management

This chapter discusses advanced TeamSite

version management features such as:

* Viewing file properties (page 43)

* Copying files to other TeamSite areas
(page 45)

*  Comparing files (page 47)

* Listing modified files (page 54)

*  Locking files (page 55)

* Viewing file histories (page 58)

* Marking files and directories public and
private (page 60)

* Deleting files and directories from the
staging area (page 61)

* Metadata capture (page 62)

* Metadata search (page 63)

Viewing File Properties

TeamSite’s File Properties feature allows you
to determine basic file properties such as the
size of a file, when it was created and by whom,
whether you have write access to it, what
exactly the permissions are, what user and
group have access to it, whether you have
access to the area it resides in, who the owner
and group for that area are, whether it is locked
(and by whom and in what workarea), whether
it is part of a task, and what comments and
metadata are currently attached to it.

To view the properties of a file:

1. Select the check boxes next to the files
whose properties you want to view.

2. Select File > File Properties.
3. The File Properties window will appear.

Look in this window to find the properties
you’re most interested in.

¥ File Properties List - Netscape

File Properties

TEAMSITE
master: chris

B frdocsicontact htent

Basic Attributes
Medified Size Creator Creation Date
o 8K root Tuesday, 05 Oct 1959 19:48:47
File Security.
Writable Owmer Group Permissions
Tes andre mitg WRTWRIWE
Area Security.  main/WORFK AREAjandre
Writable Owmer Group Permissions
Tes andre mitg WRTWRIWE
Workflow:
Job (ID Job Owmer Task (ID) Task Cwner
update contacts andre Edit Content: chris  chris
(R170) (8172)
Locke
Wotkarea Lock Holder Lock Time
This file is not

locked.
TeamBSite Metadata:
Wame Value

Category tier_2_extranet
Description corporate contact info page
Exzpiration Date
Languages Fnglish
Launch Date
Primary Keyword contact
Secondary Keywords #1
Keyword
Source
Title Contact example. com
Type info page
Close

The File Properties window
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About the File Properties Window

Area Security

Version Management

Writable Tells whether you can edit files
Basic in the current workarea
Modified Tells whether the file has been Permissions ~ Access permissions for the
modified in the current workarea in Windows notation
workarea Owner Owner of the workarea
Size Size of the file Group Group which has access to the
Creator Username of the creator of the workarea
file
Creation Date the file was created Workflow
Date Job (ID) Name and ID of the job (if any)
associated with this file
File Security Job Owner  Username of the owner of the
Writable Tells whether you can write to job (if any) associated with this
the file file
Permissions  Access permissions for the file Task (ID) Name and ID of the task (if any)
in Windows notation aSSOCiated Wlth thls flle
Owner Owner of the file (according to Task Owner Username of the owner of the
Windows permissions) task (lf any) aSSOCiated Wlth thlS
file
Lock
Workarea Workarea (if any) in which the
file is locked
Lock Holder Username of the lock owner
Lock Time  Time the file was locked
Metadata
Metadata that has been set on this file. Metadata
will vary from site to site and from file to file.
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Copying Files to Areas

The Copy To Area command allows you to
select a version of a file or directory in a
workarea, staging area, or edition and copy it
to the corresponding directory in another
workarea. If this workarea already contains an
older version of the same file or directory, it
(and, for a directory, its contents) will be
overwritten. The Copy To Area command will
take both the file’s name and its directory path

into account when copying.

To cancel a Copy To Area operation, click the
name of a directory or area in the Navigation
Window at any step.

To copy a file or directory:

1. Navigate through the TeamSite file system
until you have located the file or directory

you want to copy.

2. Click the check box next to this item. If you
do not select anything, TeamSite will
assume that you want to copy the entire

contents of your current directory.
3. Select File > Copy To Area.

4. A Choose Area window will appear. Using
this window, navigate to the workarea you
want to copy the item to. To find a
workarea on another branch, click the name

of the branch.

3 TeamSite - Netscape =] B3
chocolate editor: ozris

[File =/ [Edit =] [view

) ® ﬁ o Selectll
Back | Refresh | Workeren | o cioaran
=]

Mixain
- Wasv
+HAchris Chooge the workarea to copy to

5l 2|

Mnain
W ey
~Pandre

K _’ILI
Logaut

TEAMSITE

Choose Area window

5. Click the underlined name of the workarea.
The item will be copied, and TeamSite will
return you to the location you were copying

from. The file will appear in the new loca-

tion with a ﬂ (Modified) icon.

To learn what files the Copy To Area command
has changed in your workarea, select View >
Update Log. Click underlined entries in the
Update Log window to see a list of the files that

were updated in each operation (see page 41).
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Copying Over Newer Files

If you use the Copy To Area command to
overwrite more recent version than the one
you want to copy, one of two things will

happen:
e If the file has only been modified in the

destination workarea, the message
““filename’ is newer in workarea
‘workareaname’” will appear, and the

operation will fail.

¢ If the file has been modified in both the
source area and the destination workarea,
TeamSite will take you to the Conflicts
screen. From there, you can choose to
overwrite one version (see page 51) or to

merge the two versions (see page 52).

TeamSite will not overwrite a newer version of
a file with an older one unless specifically
directed to do so. To overwrite a newer file,
you must use the Overwrite button, as
described below. Be careful when using this
command, because it cannot be undone. If you
use the Overwrite button to overwrite a
directory, this operation is equivalent to
deleting the directory from the destination area
and then copying the directory from the source
area. Any files that are in that directory in the
destination area but which are not in the
directory in the source area will be deleted
from the destination area.

Version Management

To copy over newer files:

1. Navigate through the TeamSite file system
until you have located the files or directories
you want to copy.

2. Click the check boxes next to these items.

3. Click the Overwrite button in the Button
Bar. The Overwrite button will turn red.

4. Select File > Copy To Area.

5. A Choose Area window will appear. Using
this window, navigate to the workarea you
want to copy these items to.

6. Click the underlined name of the workarea.
The files or directories you have selected
will overwrite the corresponding files or
directories in this workarea (directories will
be copied with all their contents and all con-
tents of the previously existing directory
will be removed), and TeamSite will return

you to the location you were copying from.

Restoring Deleted Files

If you have accidentally deleted a file in your
workarea and want to restore it with a file from
the staging area, an edition, or from another
workarea, TeamSite will consider your deleted
file to be more recently modified than the file
you are trying to overwrite it with, and it will
return a warning. You must therefore use the

Overwrite command, as described above.
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Comparing Files

You can compare a file or directory in any
workarea, staging area, or edition to a
corresponding file or directory in any other
workarea, staging area, or edition. The
Compare function checks corresponding files in
cach workarea, staging area, or edition and tells
you which files have changed in one, the other,

or both workareas, staging areas, or editions.

You can use this feature to see what items have
changed between one edition and the next,
how one person’s workarea differs from
another’s, or whether there will be conflicts

between a workarea and the staging area.

Using TeamSite File Comparison

You can compare individual files and
directories, or you can compare the entire
contents of workareas, staging areas, or
editions. If you are comparing individual files
or directories, you can only compare one file or
directory at a time. If you are comparing
directories, the entire contents of the directory
you select (including subdirectories) will be

compared.

To cancel the Compare operation, click the
name of a directory or area in the Navigation

Window at any step.

Comparing Individual Files or Directories

To compare individual files or directories in a
workarea, staging area, or edition:

1. Navigate into the workarea, staging area, or
edition containing the item that you want to
compare. Find the first file or directory that
you want to compare, and select its check
box. If no item is selected, TeamSite will
compare the entire current directory.

2. Select File > Compare Any.

3. TeamSite will ask you to select the
workarea, staging area, or edition contain-
ing the file or directory that you want to
compare the first item against. Using the
Choose Area window (see page 45), navi-
gate through the site until you have found
the area containing this item. If the area is
on another branch, click the branch’s name
to access its workareas, staging areas, edi-
tions, or sub-branches.

4. Click the name of the workarea, staging

area, or edition. TeamSite will compare the
first file or directory you selected with the

corresponding file or directory in this loca-
tion and display the results in the Compare
Results window.

5. If files have only changed in one area, Team-
Site will display the results immediately. If
files have changed in both areas, TeamSite
will ask you which set of results you want to
view. You can switch from one set of results
to another at any time by clicking the under-
lined text.
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Comparing Entire Areas

To compare the entire contents of workareas,

staging areas, or editions:

1.

From the branch view, select File >

Compare Any.

. TeamSite will ask you to select the first area

that you want to compare. Using the
Choose Area window, navigate through the
site until you have found the workarea, stag-
ing area, or edition that you want to com-

pare .

. Click the name of the area that you want to

Comp are.

. TeamSite will ask you to select the second

arca that you want to compare. Using the
Choose Area window, navigate through the
site until you have found the workarea, stag-
ing area, or edition. If the area is on another
branch, click the branch’s name to access its
workareas, staging areas, editions, or sub-

branches.

. Click the name of the workarea, staging

area, or edition. TeamSite will compare the
first set of files you selected with the corre-
sponding files in this location and display the

results in the Compare Results window.

. It files have only changed in one area, Team-

Site will display the results immediately. If
files have changed in both areas, TeamSite
will bring up a Choose Results window

where you may choose which set of results

Version Management

you want to view: changes that have been
made in one area, changes that have been
made in the other area, or conflicts where
files have been changed in both areas. You
may switch from one set of results to
another at any time by clicking the under-
lined text.

Comparing Files with the Staging Area

To compare files or directories in a workarea

or edition with the staging area on that branch:

1.

In the workarea or edition, find the file or
directory that you want to compare, and
select its check box. If no item is selected,
TeamSite will compare the entire current
directory.

. Click the Compare button in the Button

Bar.

. TeamSite will automatically compare the

first item you selected with the correspond-
ing file or directory in the staging area on
that branch and display the results in the
Compare Results window.

. It files have only changed in one area, Team-

Site will display the results immediately. If
files have changed in both areas, TeamSite
will ask you which set of results you want to
view. You may switch from one set of
results to another at any time by clicking the
underlined text.
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Viewing the Results of Your Comparison

If files have changed in both areas, TeamSite
will bring up a Choose Results window where
you may choose which set of results you want
to view: changes that have been made in one
area, changes that have been made in the other
area, or conflicts where files have been changed
in both areas. You may switch from one set of
results to another at any time by clicking the
underlined text. Note that the sets of files are
non-overlapping. That is, a link for changes in
one area does not include the files that conflict

with the other area.

For example, the following screenshot shows
the results of comparing workareas andre and
chris. The Compare Results screen contains a
line that says, No changes in “chris.”
This means that there are no changes in chris
other than those changes that conflict with
andre.

¥ TeamSite - Netscape [_ 0[]
chocolate editor. ohris
|F|IE = |Edn =] [view = 2
o Selectdll
ok Hnme Mmh TnDn Il\lnmarea o Cluwr 1

Wrain

+Waev
Denris “chris* == fmain/dew/chris

- "andre" === fmain/dev/andre

Mo changes in "chris".

Changes in "andre"

Conflicts between "chris” and "andre"

T LILI
Logout

TEAMSITE

Choose Results window

In the Compare Results window, unchanged

files are marked with an J (Unchanged) icon.
Modified files or newer versions of a file are

marked with a ﬂ (Modified) icon or with one
of the Modified icon variants, as appropriate
(see “TeamSite Icon Reference”). Deleted files

and directories are marked with a E (Deleted)

icon.

From the Compare Results window, you can
see information about the two versions, such as
modification date, user information, and
version. You can display the two versions of a
file side by side, either as it will be displayed in
a browser window (see page 50), or as source
code (see page 51). You can also copy files
from one area that you are comparing into the

other (see page 51), or merge the two versions

(see page 52).
3 TeamSite - Netscape
choeolate editor: chris
|F|Ie =] |Emt =l [view =l Overmite @ 2]
© Selecthl
Back Hnme Rdlvesh Tn Do wmkarea o Clear il Cnnv an

Wuwsin
i Wdev
+-chris chris" => /mainfdev/chris

landre" => /main/dev/andre

[chris] [andre]

Path {
O Aproductshrl  Fproductshiml  [VOIFF [Defis] [Mere]

Path fhidoss
I [Hindexhiml ¥ [DELETED] Debie]

Path: /htdocs
I Hsupporthtml 4 support htrl IVDIFF] Detss| | Meroe|

Changes in "andre"

T LILI
Logout

TEAMSITE

Compare Results window
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Comparing File Details

To see information such as modification date,
user information, and version on two versions
of a file that you have compared, click the
Details button next to those files in the
Compare Results window. A popup window
will appear with the information for each

version of the file.

webster.example_com - [JavaScript Application]

& Details:

andre:  read.gif 73 01/18/200011:14 andre
Tevision /mainddewvs 2+

STAGING: read.gif 155 09/27/1993 18:11 chris
Tevision /mainddes/2

Compare Details window

Version Management

Visual Differencing

When you are comparing files in different
workareas, staging areas, or editions, you can
view corresponding files side by side, in the
context of their respective versions of the Web
site. Click the VDIFF button next to the pair of
corresponding files you want to view in the
Compare Results window. A Visual Difference
window will appear, displaying the two

versions side by side.

You can also use this function with
SmartContext Editing: select Advanced > File
> Vdiff with Staging, and a Visual Difference
window will appear that displays the current
version of the file side-by-side with the version

in the staging area.

£ TeamSite Visual Difference - Netscape [_[o]x]
Fie Edt View Go Communicator Help
products html
fdevWORKAREA fehris JdewWORKAREA fandre
mamp‘e.com T||gxample.com
Home Home
Poduts  Our products | |[foducs Our products
Support Support
upper example. com offers the finest exan uppor exatnple.com offers the finest exampl;
Contact  available anywhere. Contact  available anywhere
News * MNon-technical examples FAQ * Non-technical examples
¢ Technical examples + Technical examples
FAQ « HTML examples
* XML examples
=
Source Diff

Visual Difference window
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Source Differencing Copying Files From the Compare Results
To view the HTML or text source of the two Window
documents, click the Source Diff button in the To copy files from the Compare Results
Visual Difference window. A Source Diff window:

window will appear, displaying the source of

the two documents side by side. Changes will 1. Select the check boxes next to the files you

want to update.

be highlighted in red. You can jump from one

change to another using the buttons at the pa j
bottom of the screen. Source Differencing is 2. Click the % (Copy Left) or the i
only available for text files, and will not work (Copy Right) button in the Button Bar.

for other formats such as graphics or sound

files. If you click the Copy Left button, the selected

files in the right-hand column will be copied
over the files in the left-hand column. If you
— click the Copy Right button, the selected files
R JE— I in the left-hand column will be copied over the
files in the right-hand column. The Copy Left

and Copy Right buttons are only available when

yOll are Comparing one or more Workareas.

If you want to copy older files over newer or
conflicting versions, you will need to click the
Overwrite button before Clicking one of the

Copy buttons. The Overwrite button is

automatically turned on when you view the

Conlflicts section of the Compare Results

Kl
Eil [Documen ¥ Dane

window.

Source Dgfference window
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Merging Files

If two files are in conflict and you want to
combine both sets of changes, you can use

Interwoven Merge to reconcile them.

Merging is only available for text files, and will
not work for other formats such as graphics or

sound files.

About Interwoven Merge

Interwoven Merge compares each of the two
conflicting file versions against their common
ancestor, and is therefore able to determine
which version contains a particular change. This
allows Interwoven Merge to intelligently
recommend which changes to incorporate into

the merged file.

For example, Chris and Andre might both
change the same file (index.html) in their
own private workareas. The common ancestor
of this file might reside in an earlier edition
(Edition_1), as shown below.

In this case, Interwoven Merge would check
Version 2+ of index.html in both workareas
against Version 2, which happens to be located
in Edition_1. This way, Interwoven Merge
can tell which lines in each new version have
changed from the original version. If a line
changed in Andre’s version but not in Chris’s,
Interwoven Merge will recommend that you
accept that change. And if a line changed in
Chris’s version but not in Andre’s, Interwoven

Merge will recommend that you accept that

Version Management

change, as well. However, if a line changes in
both versions, then Interwoven Merge will ask
you to reconcile the change.

Common ancestor

Modified file in conflict

ﬁandre
i ndex. ht m
Version 2+
4 . .
1 Staging Area 3| Edition 1
i ndex. ht m i ndex. ht n
Version 2 Version 2
ﬁchris
ﬁi ndex. ht m
Version 2+ (8] Initial
i ndex. ht ni
Version 1

Branch structure showing the version history of a file that has
been modified in two workareas

Using Interwoven Merge

To use Interwoven Merge, click the Merge
button next to the two files in the Compare
Results window. The Interwoven Merge
window will appear, showing the changes you
have made, the changes another user has made,
the common ancestor of the file, and the file

that results from reconciling changes.
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Your
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The Interwoven Merge window

You can also view a subset of these files by

selecting any of the options in the View menu.

Differences found between the three versions
will be highlighted in red. The lines containing
the differences will be colored gray. You can
use the Next Difference and Prev Difference
buttons to jump from difference to difference,
or you scroll through the files using the scroll

bars.

If a line has been changed in only one version,
when you select that difference it will be
highlighted strongly, as shown below. The
corresponding lines in the other versions of the

file will be highlighted weakly:

]

Fie Edt Go View Opfions

STAGING: hore.hirml
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revision: imainipersonalii+ jprival

‘workarea jprival: home himl
revision: smainipersonalil+ jarival

<!-- Surrownding text and images ||| <'-- Surrounding text and images||f <!-- Surrounding cext and inages &
<TG SRC="/inages/exauplel.gif” E | <IMG SRC="../inages/example2.gif | <IMG SRC="/images/example2. gif"
</ </p> <>

<table bordersns <table borderso> <table bordersns

<tre<td valigns"top™

<tre<td valigns"top"™ <tro<td valigns"top™s

<a href="/index. htul"><ing sro="|

/contact/index hrul"><
‘faq/index. htnl"><ing

“ffan/index . itnl ><iny S|

<td valign="top"> |

<td valign="top"> <td valign="top">
Eil | kl bl sl

2 (=l

Accept New Change Accept Other Change Keep Original

Prev Difference | NextDifierence | Accept Recommended (Other Change) |

Merged Changes

<1-- Surrownding text and images --> 4
<ING SRC="/inages/examplel.gif" BORDER="0" name="Tnagel™>

" /inages/hone. gif” border=0></a></p>
" inages/products. gif" border=0> </a></p>
/inages/support. gif” border=0> </a></p>
/inages/contact. gif” border=0> </ax</p>

Joontact/ index. heul"><ing src:

1"><ing sro="/: gif” border=0:

<td valign="top">

Al [
Unresatved change. Other change is

[ [rsigned Java AAmet Windom.

The Merge window, showing a change made to a single file

If a line has been changed in both versions,
when you select that difference the
Corresponding line will be highlighted Weakly

in all versions, as shown below:

]

Fle Edi Go View Opfions
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revision: fmalnipersonali+ jarival revision: imainipersanali+ jorval revision: fmainipersonalt jprival
<a hirer=7supporc/insex: now><1
><: <t | <a href="fcontact/index, hrnl"><i
<a href-"/fay/index. htul"><ing 1 | <a href-"/faq/index.htul><ing s | <a href-"/faq/index.henl"><ing =
<t P P
<td valign="cop™ <rd valim="top"> <td valign="cop"s
| <hl>Wel o 1 wherd || <hl>Wel to example.com, purd || <hl>Tel o 1 1</l
P e/t <t
</raples <ranle> <raples
</so01> </Bone> <rpopi>
</ </HTHL </HTHL>
Kin| B NI o] |l
Ascept New Change Ascapt Other Chiange Kasp Original
Prev Difersnce | NextDifiersnce | i |

erged Changes
<a href="/support/index.htnl"><ing src="/inages/support. git” border=0> </a»</p>
<a href="/contact/index. henl"><ing src="/inages/contact. gif" border=0> </a»</p>
<a href="/faq/index.html"><ing src="/images/faq. gif” border=0></a>

<o

<t valign="top">

<hl>Velcome to example.com, where we bring the world's finest exauples to
</ebe/ e

</tables

</B0DY>

</HTHL>

oul</ni>

il [
Unresolved conflicting change. No

[ [rsigned Tava Bosle Windon

The Merge window, showing changes made in both files
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For each change, you have three choices:

* Click the Accept New Change button to
keep the change you have made, discarding
any changes that have been made to the
corresponding line in the other version.

* Click the Accept Other Change button to
keep the change that the other user made,

discarding your own Changes.

* Or, click the Keep Original button to
discard the changes that both you and the

other user made to the file.

The Merged Changes window will be updated
to reflect your decisions. After you have chosen
which change to keep, you can still go back and
choose another option. You can also manually

edit the file in the Merged Changes window.

Once you have resolved all the differences
between the different versions of the file, you
can save it and exit Interwoven Merge. To save
your file and exit, select File > Save and Exit.
The merged file will be saved in your
workarea, and a backup copy of the original file
will be placed in your workarea under the
name filename.original.

Version Management

Listing Modified Files

To view a list of all the files that have been

modified in a workarea:
1. Go into the workarea.

2. Select View > List Modified. A list of all
files that have been modified since the last
time they were submitted will appear,
including statistics such as size, modification
date, and the username of the person who
modified them.

To view a list of all the files that have been
modified in multiple workareas:

1. Go to a view of the branch containing these

workareas.

2. Click the check boxes next to the workareas

whose modified files you want to view.

3. Select View > List Modified. A list of all
files in these workareas that have been mod-
ified since the last time they were submitted
will appear, including statistics such as size,
modification date, and the username of the

person who modified them.

To view a list of all the files that have been

modified on a branch:
1. Go to the branch view.

2. Select View > List Modified. A list of all
files on the branch that have been modified

since the last time they were submitted will
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appear, including statistics such as size,
modification date, and the username of the
person who modified them.

Using this list, you can select files in order to
view their histories (see page 58), lock or
unlock them (see page 55), or submit them (see

page 38).
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List Modified Files window

Locking Files

TeamSite supports three different types of file
locking: Submit Locking, Optional Write
Locking, and Mandatory Write Locking. Ask
your Branch Administrator which type you are
using. Different branches on your Web site
may use different types of locking. All
workareas on a branch use the same type of

locking.

In the browser interface, the TeamSite
commands New File, Import File, Rename,
and Edit all automatically lock the files they are
operating on. Some tasks may also try to lock
files.

When a file is locked, it is locked for a
particular workarea. That is, all users who have
access to that workarea can edit the file. In
addition, all users who have previously
modified the file can edit it in their workareas
(but not lock it).

TeamSite may be configured to allow only the
owner or creator of the lock to submit a locked
file to the staging area (as opposed to allowing
any member of the workarea where the file is
locked). For more information on this option,
and on locking and user permissions, see the

TeamSite Administration Guide.
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Submit Locking Write Locking

Submit locking means that if a file is locked,
only users within the workarea where it is
locked may submit the file to the staging area.
Users are still allowed to edit the file within the
context of other workareas but may not submit
it until the user who holds the lock has
submitted his version or manually released the

lock.

If a file is not locked, anyone with the
appropriate permissions may submit it.

If someone else has the lock on a file that you
are editing, and you try to submit a workarea
or directory containing your version after the
lock holder has submitted the file and released
the lock, the Compare Results window will
appear showing the conflicting versions of the
file. From this window, you can choose to
merge the two files, or to overwrite the version

in the staging area with your own.

If someone else has locked a file, and you edit it
through the TeamSite GUI, a warning will

appear:

chocolate. interwoven. com - [JavaScript Application] EJ
\#RNING: 'andre has locked this file in workarea
‘andie’. You will not be able to subiit the changes
you are about to make until the lock s released.

Please select 0K to edit the
file or 'Cancel' to cancel the edit

| cancel

You can continue to edit the file, but you will
have to merge your changes with those of the
lock owner after he submits it.

Write locking means that a locked file may only
be edited in the workarea where it is locked.
Users in other workareas may not edit the same
file even within the context of their own
workareas, but they may view a read-only copy
if they have the necessary permissions. Write
locking may be optional, in which case the user
may choose whether or not to lock the file that
he edits, or mandatory, in which case a user
cannot edit a file without locking it first. Under
Mandatory Write Locking, all files in a
workarea are read-only until a user locks them
for editing. Once you’ve modified a file while
holding a lock, you will be able to continue to
modify the file even after releasing the lock.
Once you submit the file, it will become read-
only again.

If you edit an unlocked file, and somebody edits
the file at the same time but in a different
workarea, the second person to submit the file
to the staging area will have a conflict and will
need to either merge the two versions (see
page 52), overwrite the version in the staging
area with his own, or overwrite his own
version with the version in the staging area (see

page 46).
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Locking and Unlocking Files
To lock files:

1. Click the check box next to the file or files
that you want to lock in your workarea.

2. Select Edit > Lock.

3. A Lock window will appear. Type any com-
ments you have in the comment box next to

each item.

4. The Lock function will automatically com-
pare the version in the workarea and the
version in the staging area, and take the
most recent. If you want to keep the version
in your workarea, whether or not it is

newer, deselect the Get Latest check box.

5. Click OK. TeamSite will lock the files.

To unlock files:

1. Click the check box next to the file or files
that you want to edit in your workarea.

2. Select Edit > Unlock.

Viewing Locks

To list locks in your workarea:
1. Go into your workarea.

2. Select View > List Locks. A list of all files
that have been locked in your workarea will

appear,

To list locks in multiple workareas:

1. Navigate to the branch view of the branch

containing the workareas.

2. Click the check boxes of the workareas in
question. If you are in the branch view and
you do not select any check boxes, Team-

Site will display all the locks on that branch.

3. Select View > List Locks.

To list all locks on a branch:
1. Go to the branch view.

2. Select View > List Locks. A list of all
locked files on the branch will appear.

A ﬁ (Key) or @ (Modified Key) icon is
displayed next to files that are locked in your

current workarea.

A _I@I (Locked) or ﬁﬁll (Modified Locked) icon
is displayed next to files that are locked in other

workareas.

Locking Files and the Overwrite Button

If you click the Overwrite button and then try
to lock a file, TeamSite will take the version of
the file in the staging area regardless of whether
or not it is newer than the version in your
workarea, copy it into the workarea, and lock

it (if the file is not already locked).
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\')

iewing File Histories

TeamSite’s History feature allows you to view
any previous version of a file, along with such
statistics as dates of modification and usernames
of the people who modified the file. Further, it
allows you to revert to any previous version of
the file. History only displays versions that have
been submitted to the staging area, and it does
not display sibling versions of the file that may
appear on other branches.

To view the modification history of a file or

files:

1. Click the check boxes next to those files in

your workarea.

2. Select View > History. A Version History
window will appear, displaying statistics
such as revision 1D, the area that contains
that version of the file, size, modification
date, comments that were attached at the
time of submission, and the username of the
person who submitted the files. For each
file, the version at the top of the list is the
version that currently appears in your

workarea.

Version Management

3 TeamSite - Netscape [_[O] =]
chocolate editor: chris
[File =l [Edi =] [view = |
- GJ( @ A4 © Gelect Ml ﬂ I]
Back Home | Refresh ToDo |Workarea | = Clearan | SourceDff|
Minain =] Revisio
ey
+Denris S htdocs/index. kil
Name  Revision Area LastModified  Modified By Size
I indesx bl fnain/branch1/6+ chris 07/08/1998 11:29 andre 16K
[ indesc e /mainfbranch1/6  STAGING [Revet] 07/08/1998 11:29 andre 165
fized text colors
™ indes bt fmain/branch 145 ed_0001 [Feved] 07/08/1998 11:26 andre 16K
updated images
I indes bt finain/branch1i - Bevel] 07/08/1998 11:24 andre 16K
[copied from revision fnain/branch 1/demol3]
brought in content from demo branch
I indesc bl /main/branch 143 - Reven] 07/07/1998 18:59 andre 1K
fired links
[ indesc bl /main/branch12 - Reven| 07/07/1998 18:58 andre 4
[ indes bl /main/branch 11 - Revet] 07/07/1998 1839 andre zero
New File
| | _'l_I < | i
Logout
TEamsiTE

Version History window

The revision ID is unique for each version of
a given file, and it has the format
branchpath/versionnumber, where
branchpath is the path to the branch (for
example, main/branch1) and
versionnumber is the number of the
revision of the file on that branch. If you
copy the file to another branch, it will have
a different version number there. A + after
the version number means that it is a
version that has been modified in a
workarea but not yet submitted to the

staging area.

If this file has been copied from another
branch, it will be noted in the entry for the
version that was copied. You can click the
link to see the revision history of the file on
the other branch.

You can view older versions of files by

clicking their underlined file names.
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Comparing Versions
You can compare the source of any two
versions of a text file, side by side, using Source

Differencing. !
To compare two versions of a file:

1. In the History window, click the check
boxes next to the two versions you want to

compare.

2. Click the Source Diff button in the Button
Bar.

3. The Source Differencing window will
appear. You can jump from difference to
difference by clicking the Prev Difference
and Next Difference buttons.

i T eamSite Source Difl B B
Fie Ed Go iew Options
wiorkarea chrig: abouthtml STAGING: about.html

revision: fmainipersonalioptionallockinglesiz+ chris revision: fmainipersonalil andra
| HTML> V| cHTIL =]

<HEADZ <HEAD>

<TITLExahout Example.com <TITLE>Ahout Exanple.com

</TITLE> < /TITLE>

< /HEAD> < /HEAD>

<BODY link="#151b8d"™ hygcolor="#eceeee"> <BODY link="#151h8d4" bgcolor="#ececee’ s

<hzxExample dot com</h2> <hZ>Exauple dot com</h2x

At Example.cow we are proud to supply the AT Example.com we are proud to supply th

<hrx <hrx

<a href="foumtainl.JpgTr<ing sre="snallfof|| <a href-Fountainl.ipgTE<ing sro="smallfd

We onffer a wide range of examples: e offer a wide ramge of exauples:

<ulx <ulx

<19>Teohnical exsuples <li>Technical examples

<li>Nontechnical sxauples <li>Nontechnical exauples

<1i> SGML examples <1i» SGML examples

195300, exeuples <Li>3M, exanples

</ulx </ulx _v‘
Al ] {alcd v

PrevDifference | Next Difference

Unresalved conflicting change. No reeommendation

[ [Orsigned Java Applet Window

Version History Source Dg’ﬂferencin(q window

Requires a browser that will support Interwoven Merge. See
« . »
Choosing a Browser” on page 10.

Reverting to an Older Version

The Version History window will allow you to
revert to any previous version of a file that
appears in the window. This version will then
appear at the top of the History list. This type
of modification, like all modifications, does not
become a permanent part of the file’s history
until it is submitted to the staging area.
Therefore, you can revert to an older version
and view it in the context of the current Web

site, then go back to a newer version.

If you have a modified version of the file in your
workarea and you revert it, the modification
will be lost. Revert will overwrite the file, and
you will only be able to go back to a version
that has been submitted to the staging area.

To revert a file to an older version:

1. In the Version History window, click the
Revert button next to the version you want
to revert to. A confirmation dialog will

appear.
2. Click OK.

TeamSite will return you to the Version
History window, showing the change that you
have made. The file in your workarea will be

reverted to the selected version.
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37 TeamSite - Netscape =13
chocolate editor: chris

[File = [Edi = [view =l 2l

o ﬁ @ iz IR s |
Back | Home | Refresh | ToDo [Workarea | oClesrl| SourceDiff
] e

Wrain -

Waev

&-HAchris

2 idoes/index. hirl

™ mdex html /main/branch1/6+ andre
[ [copied from revision fmain/branch1/5

[copicd from revision /main/branchl/demo/3]

brought in content from demo branch
index hienl fmainfbranch1/3 -
fixed links

_index html /main/branch1f2 -

| index html /main/branch1f] -
New File

Reverd] (7/07/1998 18:58 ancle 4

Logout

Iame  Revision Area Last Modified Modified By Size
07/08/1998 11:26 andre 16K

indexhtml fmain/branch1/6 STAGDVG [Revet] 07/08/1998 11:29 ancke 16K
fized text colors
indexhiml fmain/branch1/5 ed 0001 [Revet] 07/08/1998 11:26 ancke 16K
updated images
indesc html /main/branch1/4 - [Rever]| 07/08/1998 11:24 andre 16K

Reverd] 074071998 18:59 ancre 1K

Revert| 07/07/1998 18:39 andre zero

4 | _>l;| < | |

TEAMSITE

Reverted file in the Version History window

Marking Files and Directories
Public or Private

By default, files in your workarea are public.
That is, they can be submitted to the staging
area, so that other users can access them when

they update their workareas.! Private files are
files in your workarea that are not made
available to other workareas. They are ignored
during all submissions to the staging area and
when you use Copy To to copy files from your
workarea to another location. However,
private files may be overwritten if you copy
files into your workarea or use the Get Latest

1. You can only edit a file if you have permissions, whether the
file is public or private.

Version Management

command. To deliberately overwrite a private
file, click the Overwrite button before a Copy
To or Get Latest operation.

You can also mark a directory as private, and
everything inside the directory will be treated
as private when you are performing a Submit,
Get Latest, Compare, or other operation on
the directory. However, if you go inside the
directory and perform these operations on the
individual files and directories that it contains,
they will not be treated as private unless they

are specificaﬂy marked so.

For example, if you submit a directory that
contains a private directory to the staging area,
the private directory and all of its contents will
not be submitted. However, if you go inside
the private directory and submit any public files
or directories, they will appear in the staging
area with the same directory path that they
have in the workarea.

To make a file or directory private:

1. Click the check boxes next to the files or
directories that you want to make private in

your workarea.
2. Select Edit > Private.
A E (Private File) icon appears next to each

file that you have selected, signifying that the
file is private.
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Deleting Files and Directories from the Staging Area

Deleting Files and Directories
from the Staging Area

AN (Private Directory) icon appears next to
each directory that you have selected,

signifying that the directory is private.
To make private files or directories public:

1. Click the check box next to the file or files

that you want to edit in your workarea.

2. Select Edit > Public.

All files not marked with the E or -E| icons
are public by default.

Autoprivate

Autoprivate may or may not be implemented
on your system. Autoprivate autornaticaiiy
marks certain files in your workarea as private,
so that they won’t be propagated into the
staging arca and editions. Examples of files that
Autoprivate may mark as private are:
temporary files, backup files, and resource
forks. Autoprivate is configured by your system

administrator on a system-wide basis.

The staging area is read-only, so if you submit a
file in error, you cannot delete it directly.

To delete a file from the staging area:
1. Delete the file from your workarea.

2. List modified files in that workarea (see

page 54). The deleted file in your workarea
will have a E (Deleted File) icon.
3. From the list of modified files, select the

deleted file. Click the Submit button in the
Button Bar or select File > Submit.

To delete a directory from the staging area:

1. Delete the directory from your workarea.

2. List modified files in that workarea (see
page 54). The deleted directory in your
workarea will have a E (Deleted File) icon.

3. From the list of modified files, select the
deleted directory. Click the Overwrite but-

ton in the Button Bar, then click the Submit
button or select File > Submit.
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Metadata Capture

Metadata capture may or may not be

implemented on your system.

You can set metadata on a file or set of files
through the GUI. Different files may require
different types of metadata to be set (this may
be configured on an individual basis).
Information about configuring rules for
capturing metadata is available in Administering

TeamSite.

You can also use the iwextattr command-

line tool to set metadata (extended attributes).

To set metadata through the GUI:

1. Select the check boxes next to the files you
want to set metadata on, then select File >
Metadata. The TeamSite Metadata window
will appear.

Version Management

= TeamSite Metadata - Netscape [=[o]x]
File Edit Yiew Go Communicator Help

TeamSite Metadata
TEAMSITE

Default Rule

2 Default Rule
This rule applies 1o ail files on ail branches

List of Files
/90 Eng =

Global Metadata for Files

lmn s Title (*) [ wmive Faper |
Description (%) fm mice Paper
Type [wre roper =1
Category [intemet- Semices =]
Languages ¥ English [~ German [ French I Japanese
;ld I Chinese
Souce
Launch Date [rorvereess
Expitation Date [ereviees

Primary Keyword (%) [snovher =
‘ .ﬁ

Secondary Keywords

Add Sevandary Keynords _
Switch to File View | Cancel

e Metadata |

Metadata Capture window—Rules view

2. The initial window that appears allows you
to set metadata on all the selected files,
accordmg to the rules that have been config—

ured for those files. All the files will have
the same metadata.

3. To set different metadata on different files,
click the Switch to File View button in the
Button Bar. The Metadata File view will

appear.

62

TeamSite User’s Guide



Metadata Search

egnie Molofla Nelsonyr = Metadata Search
TeamSite Metadata .
B Metadata search may or may not be
List of Rule File Metad: 3
oo oues Sle Werdin implemented on your system.
Title () [ miee Paper
Desctiption (%) [om wawe paper
o e You can search for files based on metadata set
g v s v i for them. For instance, if a file’s metadata
ource - . . .
e - categorizes it as a “Press Release” and associates
Exgtson Do EET— the key words “July” and “Acquisition” with it,
Primary Kegword () mother =
S then a search based on any one or any
= combination of those values retrieves that file
3 AML_Fr .
ListofRules File Metadata (provided that document type and keywords
Drefault Rule
e AT . . 1
epin _——— are configured as searchable attributes).” A
zyf” by metadata search must be conducted within a
N et MG [ e, e workarea and is recursive through the selected
e ——— . . . . . .
. - directory and its subdirectories. Text fields in
B e — .
st = search forms are case-sensitive.
Primary Keyrord (%) anovhex =
Secondary Keywords
| To search metadata through the TeamSite
GUI

(*) Thess elements cannot be left blank

1. Within your workarea, navigate to the
Metadata Capture window—File view y > g

directory where you want to begin your

If you want to set similar metadata on a search.

group of files, set the metadata in the Rules 2. Select View > Search Metadata (located

view, then switch to the File view to make past the third separator in the menu).

any necessary changes in individual files’
The TeamSite Metadata Search window

appears in a new browser window.

metadata.

4. When you are finished setting metadata,
click Set Metadata.

1. Note that some metadata attributes may be set by your
administrator as non-searchable. Therefore, the fact that you
can set a particular metadata attribute on a file does not
necessarily mean you can search against that attribute.
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3 TeamSite Metadata Search - Netscape

TeamSite Metadata Search

Path = mainforanchl/WORKAREAfywa

& Match ALL of the following © Match AN of the following

Tille [Exectly matches = [
Description [Exactly matches 7] |
Type | Exactly matches ]| [White Paper Bl
Datashoct =
Category [Exactly marches | [Iternct - Financial 21
Titernet - Mamifacturing =
Languages [Ezactly rmatches 7] [Enghsh =]
German |
Source [Exactly matches 7] |
Launch Date | Equals = I
Expitation Date  [E 5 = [
Eeywords [Exactly matches 7] |
Scarch | Reset | Cancel | Help|

e provided in YYYY-MM-DD format
! and Equals' retum results the fastest
=> Search results will he displayedin the right frame of the main TeamSite GUT

TeamSite Metadata Search Window

3. Decide whether you want your search to

match all or any of your criteria and select

the appropriate radio button at the top of

the TeamSite Metadata Search window.

4. Set the criteria for your search. You may set

just one or several search criteria. Focus

your search by selecting operators from the

drop down menus. Also, remember that

text fields are case-sensitive.

Note that dates must be entered in YYYY-
MM-DD format with dashes between year,

month and day. Also, when you use the

Between operator for a numerical range,

you must enter a starting value in the first

field and an ending value in the second.

When you use operators other than

Between you need only enter a value in the

first field.

Version Management

5. When you have set your criteria, click

Search.

The results display in the right frame of the
main TeamSite GUI. Although the results
display in order by file name, be aware that
regardless of where you initiate your search
the relative path from the workarea to the
file is included in the file name. For
example, a search hit that retrieves a file
named Zeus . html in a directory named
Apollo in a workarea named Janus
displays the file as /Apollo/Zeus.html
even if the search was initiated in Apollo.

Publishing Your Work

To create a new edition from the contents of
the staging area:

1. Select File > Publish from anywhere within

your branch. The Publish window will
appear.

. TeamSite will suggest a name for the new

edition. If you want to give the edition a dif-
ferent name, enter the name of the new edi-
tion in the Name box in the Publish

window.
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Publishing Your Work

H TeamSite - Netscape [_ O] <]

chocalate admin: andre
[File =] JEdi =] [view = 2l
o fm{ @ A e Select Al
Back | Home | Refresh | wonkarea | o clesrun
Wrain =] A
+Waev
-JSTAGING Mame the edition to be created by publishing the STAGING AREA
HAanare The latest edition on the branch "dex" is: INITIAL
HAecnris
Narne: [ea_oont
||
Comment:
H
KIS _'l_I
Logout
TEAMSITE

Publish window

3. Enter any comments you have in the

Comments box.

4. Click OK. The staging area will be pub-

lished as a new edition.

To find out which files in an edition have
changed from the previous edition, go into the
edition and select View > Submit Log. You
can also use the Compare function to find
differences between editions.
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Chapter 5

TeamSite Workflow

This chapter discusses the following TeamSite
workflow features:
*  Workflow process overview (page 67)
* Managing tasks (page 68)
— Viewing To Do lists (page 68)
— Performing tasks (page 68)
— Editing task files (page 69)
— Adding comments to task files (page 69)
— Renaming task files (page 69)
— Editing tasks (page 70)
— Adding and removing files from tasks
(page 70)
— Adding comments to tasks (page 72)
— Editing task descriptions (page 72)
— Renaming tasks (page 72)
— Approving tasks (page 73)
— Completing tasks (page 73)
— Taking ownership of tasks (page 73)
— Resolving task conflicts (page 73)
— Comparing tasks to the staging area
(page 74)
* Managing jobs (page 76)
— Viewing jobs (page 76)
— Creating jobs (page 76)
— Viewing job details (page 77)

Workflow Process Overview

TeamSite workflow begins when a user creates
a job, based on a workflow template. A workflow
template describes a particular workflow
model. For information about configuring
workflow templates, consult Administering
TeamSite.

The user who creates the job specifies the
parameters of this job, such as the users who
are to perform specific tasks, the workarea a
task is to take place in, and the files associated
with a task.

The users who are assigned specific tasks may
be notified by email (if the workflow template
is configured to do this) or by checking their To
Do lists in the TeamSite GUI.

When users complete tasks, they send them to
the next step of the workflow process by
selecting a transition. If the task is a decision
point within this workflow model, they may
need to select from several possible transitions
(for example, if the task is an approval task,
they will need to decide whether to approve or
reject the file).

When all the tasks in a job have finished, the
job will no longer appear in the TeamSite GUI.
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Managing Tasks

Viewing Your To Do List

To see which tasks and jobs you own that are
currently pending, click the To Do button in
the Button Bar. TeamSite will take you to the
To Do list in the Workflow view and show you
all the tasks and jobs that are assigned to you.
You can filter your list by using the drop-down

menus in the title bar.

Joh Name (ID): Ordered_Change_Request (1977) e Owner: andre Creator: endre

[Description: Please edit the contact page Caiegory: Matketing  Month Due: JunD:
Operation TeskName (D) Date Owner  Status

TekOpions  Z]  EGL Contentchiis 037000 chks  AssignedTo
1318 Me

Flease edit the phone mumbess on the
(1978)

contact page

Created: 08/27/2000

Joh Name (ID): Author_Assigument (1972) e

Owner: andre Creator: andre
Month Due:
Sep

Job Options =

Desoription: Plsase toush up the photo fot tomorrow's press
etease.

Category: Marketing Date Due:3

Operation TaskName (D) Date Owner  Status

TakOptions 5] Aviker Wok(979 03272000 cheis  AssigaedTo
1316 Me

Description

Logout

A To Do list using filtering

The To Do List defaults to a maximum of 55
jobs per page. If you have more than 55 jobs,
navigation buttons at the bottom of the screen

allow you to view the other jobs.

The To Do list gives you two new menus: Job
Options and Task Options. These menus
allow you to get further information on tasks or
jobs, edit the attributes of a job, perform tasks
(see below), edit tasks (see page 70), or
complete tasks (see page 73).

TeamSite Workflow

Viewing Task Details

To view the Task Details window, select either
Start Task or Edit Task from the Task

Options menu.

TeamSite includes all custom File menu items
in the File Options drop-down list for each file
listed in the Task Details screen. These custom
menu items are configured by your
administrator during the installation process.
Custom menu items for other menus (Edit and
View) are not included in the Task Details
screen.

Performing Tasks

TeamSite workflow includes many kinds of
tasks. Tasks may require you to add files to the
task, edit files or set metadata, or they may be
performed by external programs that require
no user input. Some tasks may require review
and approval or rejection (these tasks are often

marked as read-only).

To perform a task, select Task Options > Start
Task. If the task involves file operations such as
editing or adding files, or task operations such
as approving files, the Task Files window will
appear. Do these things as described elsewhere
in this manual (see page 69 for information on
editing files, page 70 for information on adding
files, and page 73 for information on approving
tasks). When you are finished, you will need to
complete the task (see page 73).
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Tasks performed by external programs often do
not require user input, and may run invisibly to
the user. Some automated tasks may require
user input, in which case a separate form will
appear when needed for data entry. When you
select Task Options > Start Task, the task
window will appear. Enter information as it

directs you.

Editing Task Files

To edit a file in a task, go to the Task Details
page (select Task Options > Start Task from
your To Do list). Locate the file you want to
edit, and select File Options > Edit File/Data
Record. Edit the file as described in “Editing
Files” on page 31.

Adding Comments to Task Files

At any point in a task, you can add information
in the form of comments on the files contained
in the task. These comments may convey
information to other users involved with the
job (for example, content contributors or

approvers).

To add a comment to a task file:

1. Go to the Task Details page (select
Task Options > Edit Task from your To
Do list).

2. Locate the file you want to add the com-
ment to. Select File Options > Edit Com-

ment.

3. The File Comments page will appear, con-
taining a list of the task’s existing comments
at the bottom of the page, and a text box at
the top of the page. Enter your comments in
the text box and click Add File Comment.

4. You will be returned to the File Comments
page, where you can enter another com-
ment. To exit this page, click the Close but-

ton.
¥ Enter File Comments - Netscape [-[O[x]
‘Add File Comments
TEAMSITE
Project : Change Request(7300) Task : Bedif Confent: chris(7301) :;:;l: Ouner:
Workarea OREAREA Chﬂs;)’e:cripﬁnn: Chris - please clean up these
Comment : fixed!
Enter new for file: grand_fenw
Removed the background; wads Transparent =
Add File Comrnent Close |
Date [User Cemment Task
13/08/2000 18:21 |chris File pinet_grand_fenwick.gif added to 7301 - Edit
ftask Content: chris

The File Comments page

Renaming Task Files

To rename a file in one of your tasks:

1. Go to the Task Details page (select
Task Options > Edit Task from your To
Do list).

2. Locate the file whose name you want to

change. Select File Options > Rename.

3. A dialog box will appear. Type the new
name into the space provided. Click OK.
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The file will appear in the Task Details page
with the new name. A deleted file with the
old name will also appear in the Task Details
page, for future submission to the staging
area.

Editing Tasks

To view task information or edit tasks:

1. Go to your To Do list and locate the task
you want to view.

2. Select Task Options > Edit Task. The Task
Details window will appear.

3 Task Files - Netscape

[_[O[x]
Task Details

TEAMSITE
Task : Bdit Content: chris(7301) Task Owner : chris

LJoh : Change Request(7360)
W + Chrts - please clean up these product photos

Comment :

Task Operations: [Select Task Operation =]

File Operation File Name Path Size Last Modified Modified By

[Fieopions =] [ pinot grand fenwick pif fimages/ zera 0308/2000 1821 chris
Comment: (1): Fils pinot_grand_fenwick gif added to task.

[Fire Gtions =1 [ pipenta sif fimages/ zero 030812000 1747 chris
Comment: (1): File pipenta gif added to task.

File Options =1 2 products bl {
Comment: (1) File first added to task.

17 02/28/2000 1205 andre

The Task Details window

In this window, you can perform file operations
and task operations. File operations include
editing task files, removing task files, and
adding comments to task files. Task operations
include adding and removing files from tasks,
adding comments to tasks, completing tasks,

and comparing task files to the staging area.

TeamSite Workflow

Adding and Removing Files from Tasks

Adding a New File to a Task

To add a new file to a task:

1. In your To Do list, select Task Options >
Edit Task.

2. The Task Details window will appear.
Select Task Operation > Add New File.

3 Task Files - Netscape M= E
Task Details

TEAMSITE
Task : Edit Content: chris(7361)  Task Owner : chris

Joh : Change Request(7300)
W o : CPirts - please clean up these product photos

Comument :

Task Operations: [Sslect Task Operation =

Select Task Operation

Ma files assigned to this task

Add Existing File
Neswv Data Record
Ganerate HTML
Compare to STAGING

Adding new files to a task

3. A New File window will appear. Enter the
name of the new file, and if necessary, navi-
gate to the directory where you want to put
the file. Select the type of template you
want to use (if you do not want to use a
template, make sure Plain File is selected),

and select the specific template you want to

use.! Click OK.

4. The file will be added to the task, and it will

open in your editing application.
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This file will not be visible in the Task
Details window until you select Task
Operation > Refresh.

Adding Existing Files to a Task
To add existing files to a task:

1. In your To Do list, select Task Options >
Edit Task.

2. The Task Details window will appear.
Select Task Operation > Add Existing
File.

3. The Add Files to Task window will appear.
Use the left-hand pane to locate the file or

files you want to add to the task. When you

have located them, check the check boxes
next to them and click Add Files to List.
They will appear in the right-hand pane.

If you add files to the list in error, click the
check boxes next to the files you want to
remove in the right-hand pane and click
Remove Files from List.

1.

The templates you select through the New File window are not

TeamSite Templating templates. For more information about
New File templates, see page 97. For more information about
TeamSite Templating, consult Using and Configuring TeamSite
Templating.

¥ Task Files - Netscape M= E

Task Details
TEAMSITE
Task : Edit Content: chris(7301) Task Owner : chris

Loh : Change Request(7300)
AWORK, o : CPirts - please clean up these product photos

Comment :

Task Operations: [Sslect Task Operation =

Select Task Operation

Mo files assigned to this task

Add Existing File
Neswv Data Record
Generate HTML
Compare to STAGING

The Add Files to Task window

4. When the list in the right-hand pane con-
tains all the files you want to add to the task,
click Add Listed Files to Task. The files
will be added to the task.

Removing Files from Tasks

To remove files from a task:

1. In your To Do list, select Task Options >
Edit Task.

2. The Task Details window will appear.
Locate the file you want to remove, and
select File Operation > Remove From
Task.

3. A confirmation box will appear; click OK.

4. The file will be removed from the task.
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Adding Comments to Tasks

At any point in a task, you can add information
in the form of comments. These comments
may convey information to other users
involved with the job (for example, content
contributors or approvers).

To add a comment to a task:

1. Go into your To Do list (click the To Do
button in the Button Bar).

2. Locate the task you want to add the com-
ment to. Select Task Options > Add Task

Comment.

3. The Task Comments page will appear, con-
taining a list of the task’s existing comments
at the bottom of the page, and a text box at
the top of the page. Enter your comments in
the text box and click Add Task Comment.

# Enter Task Comment - Netscape [-[O]x]

Description: Chris - please clean up

Joh: Change
these product photos

Worlarea: /dafault/nain/dev/ WORKAREAichris
FRequest

Enter new comment for task: Eoif Content: chris

[\m Grand Ferwick's coloris off - can you correct it?
g

Add Task Comment

Retumn to List |

Date | User | Comment [ Task

4 | |

The Add Comments page

TeamSite Workflow

4. You will be returned to the Task Comments
page, where you can enter another com-
ment. To exit this page, click the Return to
List button.

Editing Task Descriptions

To Change the task description that appears in
your To Do list:

1. Go to your To Do list (click the To Do
button in the Button Bar).

2. Locate the task whose description you want
to change. Select Task Options > Change
Description.

3. A dialog box will appear. Type the new
description into the space provided. Click
OK.

The new task description will appear in
your To Do list.

Renaming Tasks

To rename a task that appears in your To Do
list:

1. Go to your To Do list (click the To Do
button in the Button Bar).

2. Locate the task whose name you want to

change. Select Task Options > Rename.

3. A dialog box will appear. Type the new
name into the space provided. Click OK.
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The new task name will appear in your To
Do list.

Approving Tasks

Approval tasks require you to review the files,
and then approve or reject them. To approve
or reject the task, select the appropriate
successor option (see “Completing Tasks” on
page 73). Confirmation of your choice will

appear in the TeamSite window.

Completing Tasks

When you have completed a task, you need to
select a transition to move the job along the

workflow process.

To select a transition:

1. Go to the Task Details page (select
Task Options > Edit Task from your To
Do list).

2. Select the Task Operation menu. All possi-
ble task transitions will appear at the bottom
of the menu. These transitions will vary
from task to task (for example, Approve,
Reject, Done).

3. Select a transition.
The job will now move on to the next task. The

task will appear in your To Do list with an
updated status.

Some tasks may be retrieved after you have
selected a transition (this is only possible if the
next task has not been activated). If you want to
take a task back, go to your To Do list and
select Task Options > Take back task (if
available). If this menu option is not available,

then this task cannot be retrieved.

Taking Ownership of Tasks

You can only take ownership of group tasks,
which are created without a specific owner.
These tasks will say <no user> in the Owner

column of the Job History window.

To take ownership of a task:

1. Go to your To Do list (click the To Do
button in the Button Bar). Select View >
Unassigned Tasks.

2. Locate the task you want to own. Select
Task Options > Take Ownership of Task.

3. The task will now appear in your To Do list.

Resolving Task Conflicts

If, during the course of a workflow operation,

you create conflicts' in a file or files, and a task
tries to submit the conflicting files to the

staging area, you will be taken to the Compare
Tasks page to resolve the conflict (see page 74).

. See “Comparing Files” on page 47.
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You can resolve the conflict by merging the
two versions of the file (see page 75), by
overwriting the version in the staging area (see
below), or by overwriting your version with

the one in the staging area.

To overwrite the version in the staging area
with your own version, select the check box
next to the file, click the Overwrite button,
then click Submit.

To overwrite your version with the version in
the staging area, select the check box next to
the file, click the Overwrite button, then click
the Copy button.

Comparing Tasks to the Staging Area

To compare the files in a task to the versions of
those files contained in the staging area, go into
the Task Details window and select

Task Operation > Compare to Staging.

TeamSite Workflow

3 TeamSite Task Conflict Screen - Netscape [-[o]=]

File Edit View Go Commuricator Help
2| m | AF .
%f SomesDH| Tﬂeﬂmeﬂ Edt Fie Overmite 1
4 Files Listed B
Workarea: /defaultimain WORKAREAfandre
Comment: Stubmission has Conglicts. Job: Change Raguest
Task compared io: /defiault/main/STAGING
Files In Canflict
File Name Size Modified Modified By
™ (% contacts himl 25K 10/12/199% 20:11 chriz
Path: ihidocs!
Comment: File first added to task.
Unchanged Files
File Name Size Modified Modified By
™ [Binfo.gif 29K 09/15/1999 12:36 chris
Path: lassets/
Comment: Submitted
[ ®ogo.gif 865 09/15/199% 12:36 chriz | |
Path: fassets]
Comment: Submitted
T [Bpullet].jpg 23K 09/15/199% 1236 chris =
Close

The Compare Tasks page

The Compare Tasks page allows you to see the
differences between two versions of a set of
files (in this case, the version of the files in the
task, and the version of the files in the staging
area). You can view the differences in the file
properties and metadata, you can view the two
versions of a page side by side, or you can view
the source of two files side by side (available
only for text files). You can also merge the two
versions of the files (available only for text

files).

File Properties and Metadata

To view the properties of two versions of a file,

side by side:

1. Select the check box next to the file in the
Compare Tasks page.

2. Click the Properties button in the Button
Bar.

74

TeamSite User’s Guide



Managing Tasks

3. The Compare File Details page will appear,
showing you information such as name,
type, size, permissions, status, extended
attributes, and metadata side by side.

i Compare File Details - Netscape L]
File Edt View Go Communicator Help

Compare File Details for /htdocs/ contacts.html
TEAMSITE
Task: Submit (7310)
Area: defaul FNOREAREAfandre  /defaul TAGING
Basic Attributes
Name: contacts htrml contacts htrml
Type: file file
State: normal narmal
Size: 2605 2685 =
Creator: chris chris
Creation Date: Wednesday, 15 Sep 1599 130559 Wednesday, 13 Sep 1999
12:05:59
File Secutity
Owmer: chris chris
Group: w iw
Permissions: TWRIWIRWE WREWEWE
=l

The Compare File Details page

Visual Differencing

To use the Visual Difference feature with the
files in your task, select the check box next to a
file in the Compare Tasks page, then click the
Visual Diff button in the Button Bar. For more
information about Visual Differencing, see

page 50.

Source Differencing

You can view the differences between the
source of any two files. To use the Source
Difference feature with the files in your task,
select the check box next to a file in the

Compare Tasks page, then click the Source

Diff button in the Button Bar. For more
information about Source Differencing, see

page 51.

Merging Files

If you have been brought to the Compare Tasks
page because you need to resolve a conflict in a
task, and you want to merge the two files, click
the check box next to the file, then click the
Merge button in the Button Bar. For more
information about merging files, see page 52.
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Viewing Jobs

To view all the jobs that you have created,

select View > My Jobs.

The TeamSite window

will display all the jobs you own, with

information about the tasks contained in each

job.

B[=1E

7 TeamSite - Netscape

chocolate editor: andre

[File =]/ [Edit =l [view

“a L/m( @ A | esteaan
Back | Home | Refresh | Workarea | ociearan

photos

T ask Ootions S Approval:

Logout

Please 1evi

Bl |

% To Do List: My Jobs

b Name (ID): Submit Worllow (6136) Job options =] &
Operation Task Name (ID) Description Date Ouner Siatus
suibit the
A Submith (4137) flesinthis 030220001470 cheis  Assigned
task
Conflict
& éﬁ;‘g“ﬂ”m’j”“—r“k resotution - cheis  Inactive
tastk
<o
Ha end (5139) none E oo Tnactive
b Name (ID): Change Request (7300) Job Options =
Operation &s)km"‘” Description Daie Owner Status
Chtis - plosse clsan
WA fﬁ:fsc(;;‘;)“' up these product 031320001753 ohris  Done

e RN 1714 aniee ssiERedTe ]

TEAMSITE

The Jobs window

A general outline of future tasks will be shown.

However, this outline is subject to change, as

some workflow models permit different paths

to be taken through a job.

You can also view all jobs currently active in
the system; to do this, select View > All Jobs.

TeamSite Workflow

Creating Jobs

To create a new job:

1. Select File > New Job. A new window will
appear, asking you to select the workflow
template you want to base the job on.

The workflow templates that appear in this
window are the templates that have been
configured for your system. They may
therefore differ from the example shown.

$¥ Netscamo Bl ES

New Job

TEAMSITE

Select a template
& [ Change Request
€ & Concurrent Review

Enter a Description for the Mew Jobr

Newr Job Cancel

The New Job window

2. Select the radio button next to the work-
flow template you want to use, and enter

descriptive comments in the text boxes.
Click New Job.

3. A Job Template window will appear (this
window will look different for different
workflow templates). Enter the parameters
of the new job in this window. The required
parameters may differ for each workflow
template. Click Create Job.
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If you have not entered data in required
fields, or if you have entered invalid data,
the fields that require your attention will be
highlighted. Correct the data and click
Create Job again.

Viewing Job Details

To view the tasks contained in a job you own,
select View > My Jobs. All the previous and
current tasks will appear, with their status
indicated. Note that this outline is subject to
change, as some workflow models permit

different paths to be taken through ajob.

L TeamSite - Netscape

[_ O[]
chocolate editor andre
[File =] [Edit =l [view = 2l

o fm{ @ 7] o Selet Al
Back Horie | Refresh | Workarea | o Clearmt

Joh Name (ID): Change Request (6148) o optons =] 2l
Operation (Tn’;kN"“' Description Daie Owner Status

Chtis - please clean
Ha fl;‘:sctg?zg‘ up the new product D3I2000 1451 chris  Assigned

photos

Approval .

Na oy Please eviewr . andre  Inactive
WA 2{’;’;“‘1 P2 Plange review - pal  Tnactive
NA Submit (6152) andre  Inactive
Ha End(§153)  none - 0O pactive

uzerr
[Joh Name (ID): Subzmit WorkSlow (6136)

Job Options =

Operation Task Name (ID) Description Date Oumer Status
submit the
HA Submitlt (5137) filesinthis  03/02/2000 1420  cheis  Assigned
bacte
Logout

TEAMSITE

A “My Jobs” view

You can get more information about a job by
selecting Job Options > Job Details.

b Details - Netscape

Job Details
TEAMSITE

Joh Name : Change Request(7300)
Description : produuct photo updates

Job Owner : andre

Tob History,
. Task

Task ID - Deseription  Workarea Action Activaied  Completed .
030872000

7302 Fleage review ORKAREA/ch ) e
1714

Commant:  fixed!

0L G please U3/032000 030942000

clean up these procduct [defal {o ORI AREA fehtis Done e
1753 1714

phmns

Comment: fixed!

Close

Job Details window

The Job Details window shows the job owner,
name, description, and past tasks. To view
information about a particular task, click its
name in this window. The Task Details window

will appear (see page 70).
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Administrator Features

An Administrator can perform all the functions
of an Author or an Editor. In addition, an
Administrator can create and delete new
branches, sub-branches, and workareas. An
Administrator also determines the type of
locking being used on a branch, can compress
and uncompress old editions, and can view

custom reports of user activities.

* The Tool bar (page 79)

¢ Creating branches (page 79)

* Creating workareas (page 80)

* Deleting workareas, branches, and editions
(page 81)

* Viewing reports (page 81)

The Tool Bar

The Administrator’s Tool Bar contains all the
functions that an Editor has access to, in
addition to some more advanced branch
management functions. The Tool Bar consists
of a Button Bar, containing the most frequently
used commands, and a Menu Bar, which
displays drop-down menus containing all the

commands. Various commands are displayed at
different times according to when you can use
them.

3 TeamSite - Netscape

chocolate adminandre

el [0 | DA | 24

Cornpare | Publish [ Get Latest| Submit

P

Home.

& P

Back Help

[File =] [Edit =] [view =] [Author =l

e Salectall] ——

o Clearal | Ouenne \iewu File | Edit File

The Administrator’s Tool Bar

The Menu Bar contains three drop-down
menus: File, Edit, and View. Each menu is
displayed only when you can use at least one of
the commands that it contains. Individual
commands within the menus are displayed only

when you can use them.

Creating Branches

When you create a branch, you can choose to

base it on any edition of another branch.

To create a branch:
1. Select File > New Branch.

2. You will be asked what edition you want to
base the new branch on. Click the name of
the edition you want to use as a starting

point.
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3. A Create Branch window will appear.

4. Enter the name of the branch in the Name
box. Do not use spaces or the following
characters in the branch name:

N/ k2" s

5. Your username will appear in the Owner
box. If you want to assign the branch to
someone else, enter the owner’s name
(including domain) in this box (for example,

CHOCOLATE\andre).

6. If you want this branch to have multiple
Administrators, enter the name of the group
who will be able to administer this branch in

the Group for Sharing box.

7. Use the pull-down menu to select the type
of locking you want to be used on this
branch (see page 55 for an explanation of

the different types of locking).
8. Add any comments in the Comment box.

9. Click OK.

Your newly created branch will contain no
workareas, a staging area, and an edition called
INITIAL, which will be a copy of the edition
you used as a starting point.

Administrator Features

H TeamSite - Netscape [_ O] x]
chocolate admin: chris
[File =] JEdi =] [view = 2
o fnl @ A e Select Al
Bock | Home | Refresh | workarea | oclaarmn
Wwain B e i THITIAL b
- Wasv
+[GINITIAL Mame the new sub-branch of the branch 'dex' to be based on the =
edition 'NITIAL"
MName:  [sev
Owner  [andre
Group for l
. none
sharing
=
Comment:
=l
Flease choose one of the locking models below for the new branch. _|
|| Subrmit Lock M
‘ » =
Logout ;
Mandatory Write Lock TEAMSITE

Create Branch window

Creating Workareas

To create a workarea:
1. Select File > New Workarea.

2. If there are multiple editions on the branch,
TeamSite will ask you what edition you
want to base the new workarea on. Click
the name of the edition you want to use as a

starting point.

3. The Create Workarea window will appear.
Enter the name you want to give the
workarea in the Name box. Do not use
spaces or the following characters in the

workarea name:

NSk 2" s

4. Enter the username of the workarea’s
owner (including domain) in the Owner
box (for example, WEBSTER\andre).
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5. If you want a group to be able to share this
workarea, enter the name of the group in
the Group for Sharing box. If you want this
workarea to be private, so that only the
owner can modify files in it, type none in
the Group for Sharing box. If you want all
users to have access to this workarea, type
everyone in the Group for Sharing box.

6. Add any comments in the Comments box.

7. Click OK.

If you want this workarea to have the most
recent content, you will need to use Get Latest
on the entire workarea, because changes may
have been made to the staging area since the
edition you selected in Step 2 was published. If
you want to work on the older version of the
Web site content, do not use Get Latest.

H TeamSite - Netscape [_ O] <]
chocolate admin: chris
[File =1 [Edt =] [view = 2l
a L/m( @ A | eseaan
Back | Home | Refresh | Workarea | ocleara
Wrain =l
+-Wgev -
& GINITIAL Mame the wotkarea to be created on the branch 'dev,' to be based on =
the edition INITIAL'
MName:  [rerry
Owner. [cerry
Ghmup for =
sharing
B
Comment
/|
Note: Fill in the "Group for sharing” field only if this workarea | |
3 _},LI is infended to be shared by a number of authers. =
Logout
TEAMSITE

Create Workarea window

Deleting Workareas,
Branches, and Editions

To delete a workarea, branch, or edition:

1. In the branch view, click the check box next
to the item you want to delete.

2. Select File > Delete.

3. A confirmation window will appear. Click
OK.

The workarea, branch, or edition will be
deleted together with all its contents. Deleting
a branch will delete all editions, workareas, and
subordinate branches contained in that branch.
In addition, deleting a branch or edition will
delete all versions of a file that are contained
within that branch or edition.

When you delete an edition, all Submit Log
entries will be transferred to the next most
recent edition. If the edition you have deleted is
the newest one, the Submit Log entries will be

transferred to the staging area.

Viewing Reports

TeamSite’s Global Report Center lets you view
reports of most common user activities in any
TeamSite area or branch. You can select from
three quick reports, or you can generate a

custom report.
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Quick Reports

The three quick reports show lists of all files
submitted, deleted, or created on the entire
TeamSite server for today’s date.

To generate a report of all files submitted,

deleted, or added today:
1. Select View > Reports.

2. The Event Reporting window will appear.
Select one of: Today’s Submissions,
Today’s Deletions, or Today’s Additions
from the Quick Reports pull-down menu.

3. Click the Go! button.

4. Your report will appear in the Event
Reporting window.

Custom Reports

Custom reports allow you to specify the type of
event to report on, the area affected, the users
involved, and the timespan for the events
covered by the report, and the order in which
you want this data sorted.

To generate a custom report:

1. In the Custom Report section of the Event
Reporting window, select the type of report
you want (Submit, Workflow, or
General).

Administrator Features

2. From the Event Condition pull-down
menu, select the event you want to report
on. Different events appear according to
which type of custom report you have

selected:
Submit General
Add Create Branch
ForceAdd Delete Branch
Modify Create Workarea
ForceModify | Delete Workarea
Delete Compress Edition
ForceDelete | Uncompress Edition
All Publish Staging Area
Reset Config
All

3. In the Version Path box, type the vpath
(version path) of the file, directory, or
TeamSite area you want to be included in
the report. If you do not specify a vpath, it
will default to your current location within
TeamSite. For information on vpaths, see
the Command-Line Tool Reference.

4. In the User(s) box, type the usernames of

the users whose activities you want the
report to cover. Separate usernames by

commas. For example:
andre,chris,pat

If you do not specify a username, it will
default to all users.
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5.

In the Time section, use the drop-down
menus to select the start and end times for
the time period to be covered by the report.
If you do not specify a time, it will default to
the entire time since TeamSite was
installed.

Select the sort order for your results. You

can sort by time, user, and version path.

Click Generate Report. Your report will
appear in the Event Reporting window. You
can re-sort your results by clicking on the
underlined Time, User, or Version Path

headings.

37 TeamSite Global Report Center - Netscape [ [OT =]

File Edt View Go Communicator Help

41

Reports
FEAMsITE
Select Report chiis (master)
Quick Reports:
TeamSite  [SelectRepot =] Goll
OperDeploy [Select Report =] | 5ol
Custom Report: -
Event Condition All 52
Version Path [/etanic/main/dev/ WORKAREA/ andr
User(s): |
Time:
From: m m Mon x| |Day =
To: [fr =1 [in =] [won =] [oay =
Sort By:
First: Nane -
Second: MNong -
Third: Mone -

Generate Report | Clear Fields |He\p Close

| |

The Event Reporting window
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Appendix A
TeamSite Icon Reference

TeamSite Areas

2= Backing Store
Bl Branch

ﬂ Workarea
ﬁ Staging Area
| Edition

Files and Directories in TeamSite

File

Directory

Deleted File or Directory

Modified File

Locked File (locked by you) (see page 57)
Modified Locked File

Locked File (not available to you) (see
page 57)
Modified Locked File

Private File (see page 60)

RrRFE PEHEEL W

Private Directory (see page 60)
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Appendix B

Internationalization

This appendix contains the following Internationalized TeamSite supports the

information: following needs:

* An overview of TeamSite rnultibyte

character support.

* Supported client platforms and browsers,

server locales, GUI elements, and content.
¢ Information about UTF-8.

¢  General recommendations and information
regarding specifying the encoding of web
assets and the browser behavior when
interpreting encoding. .
¢ Information about file encoding relative to

your text editor.

* Usage scenarios including a couple specific

to Netscape Navigator.

Overview .

TeamSite 5.5 is engineered with your global
enterprise in mind. This includes updating the
TeamSite server to support multi-byte
languages and locales at the operating system,

client, and data management levels.

International user data—Enables users to
enter data, content, and field values in
English, Traditional Chinese, Simplified
Chinese, French, German, and Japanese.
Localized operating system—The TeamSite
server runs on any one of the following
localized operating systems: English,
French, German, and Japanese (one locale
per instance of iwserver).

Localized file names—You are no longer
restricted file and directory names in ASCII
character encoding. File, directory, branch,
workarea, and edition names can have
Japanese names on Japanese servers,
German names on German servers, and

French names on French servers.

Continued support for processing of non-
English Metadata and Templating content
(first introduced in TeamSite 4.2.1 and
4.5.1).
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What’s Supported?

The following sections describe the supported
client platforms and browsers, server locales,

GUI elements, and content.

Client Platforms and Browsers

TeamSite 5.5 supports the following client
platforms:

*  Windows 98 (US English, French, German,

Japanese)

*  Windows NT (US English, French,

German, Japanese)

*  Windows 2000 (US English, French,

German, Japanese)
* Solaris 2.7 US English
* MacOS 9.x US English

TeamSite 5.5 supports the following browsers:

* Internet Explorer 5.x (Internet Explorer 6
is not supported)

* Netscape 4.75 through 5.x (Netscape 6 is
not supported)

Note: Refer to the table on page 10 for
additional information about browser

compatibility.

Internationalization

Server Locales

The following table describes the supported
TeamSite server locales:

Language |Server Locale Supported

Japanese Japanese NT and
Japanese 2000

German German 2000

French French 2000

English U.S. English NT and
U.S. English 2000

The client connecting to the TeamSite server
must use the same language (not the locale) as
the server. For example, running WebDesk
Pro on French Windows 98 connected to

a Solaris 2.7 TeamSite server running in the
French Latin 1 locale (fr) is supported.
However, if that same French Windows 98
client logged into a Windows 2000 Japanese
TeamSite server, and added files with names
containing French characters, those files would
not be supported by the TeamSite server due to
limitations with the native operating system

and handling of characters outside of its code

pages .

Note: If you have any questions about your
server locale or language support,

contact your TeamSite administrator.
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About UTF-8

GUI Elements Specifying File Encoding

TeamSite GUI elements, including buttons and
drop down menus, retain English names but
may look slightly different because all HTML
pages of our browser-based GUI are UTF-8
encoded, even for US English installations.
Your client browsers may therefore choose
different fonts to render UTF-8 encoded
HTML pages.

Note: If you are using Netscape browsers
to display multi-byte characters,
you must select Edit > Preferences >
Appearance > Fonts and set the
Use my fonts, overriding
page-specified fonts option.

Content

TeamSite supports non-ASCII characters in
branch, area, directory, vpath, and file names

in addition to the contents of a file.

About UTF-8

UTF-8 is the 8-bit encoding format for
Unicode. Unicode is a system for exchanging,
processing, and displaying diverse written
languages. Unicode supports the principal
written languages of the world as well as many

classical languages.

All browsers rely on default settings to “guess”
the encoding of pages whose encoding is not
explicitly declared. If the browser’s default
setting is different than that of the actual
encoding of the page passed to the browser, the
browser may render the page incorrectly.
Therefore, the best practice is for your web
pages to always declare their encoding, This
prevents your browser from guessing
incorrectly when you use TeamSite, and
ensures that your Web site viewers’

browsers will not have to guess which encoding

they should use.

For HTML documents, Smart Context Editing
(SCE) honors the encoding specified by the
charset parameter in either a
Content-Type HTTP header or in an HTML
META tag. For example:

* Content-Type: text/plain;
charset=UTF-8

e <META HTTP-EQUIV="Content-type"
CONTENT="text/html;
charset=UTF-8">

To display multibyte characters in non-HTML
text documents in SCE with the desired
character encoding, the content webserver
must be configured to return a Content-
Type HTTP header that specifies the encoding,

for example:

Content-Type: text/plain;
charset=UTF-8
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If the charset is not specified, SCE assumes
that the document is encoded in ISO-8859-1,
which may cause the document to be displayed
with “garbage” characters.

Text Editor Encodings

The following sections describe the default
encodings for various text editors and how to

modify them to use UTF-8 encoding

Notepad on Windows 2000

Notepad on Windows 2000 uses ANSI (relative
to the localized operating system) as the default
encoding. To save files in UTF-8 encoding:

¢ Select File > Save As.

* Select UTF-8 in the Encoding drop down

menu.

Wordpad on Windows 2000

Wordpad on Windows 2000 uses Rich Text
Format (RTF) (relative to the localized
operating system) as the default encoding. To
save files in UTF-8 encoding:

* Select File > Save As.

¢ Select Unicode Text Document in the
Save as type drop down menu.

Internationalization

Wordpad on Localized Windows NT

Wordpad on localized versions of Windows
NT 4.0 uses ANSI (relative to the localized
operating system) as the default encoding. You
cannot save files in UTF-8 encoding.

Usage Scenarios

The following examples illustrate some of the
advantages of using TeamSite in a global
enterprise. Note that a branch scenario could
also apply to a workarea, directory, or file
operation (for example, New Branch, New
Workarea, and Import File). They can also be

applied to other locales (French or German).

Scenario 1

1. The TeamSite server is running in the
Windows Japanese 2000 or Windows
Japanese NT locale.

2. You create a branch with a Japanese name
using WebDesk Pro running on Japanese
Windows NT. This branch is created in the
TeamSite Intelligent File System with
Windows Japanese encoding.

3. You can navigate this branch with the
Japanese name using WebDesk or
WebDesk Pro.

4. You can also log on to the server machine
and access this branch with Japanese name
using the file system interface (Windows

Explorer).
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Netscape Navigator Behavior

Scenario 2

1. The TeamSite server is running in the
Windows Japanese 2000 or Windows
Japanese NT locale.

2. Your TeamSite Administrator copies a
directory from the Windows Explorer file
system into the TeamSite Intelligent File
System. This directory contains file and
directory names with Japanese encoded

names.

3. Your TeamSite Administrator creates a file
in the TeamSite Intelligent File System with

a Japanese encoded name.

4. WebDeskPro and WebDesk users (on any
client platform) can view and access this
directory (and corresponding files) with a

]apanese name.

Netscape Navigator Behavior

Once Netscape finds a UTF-8 page, it uses
UTF-8 as its default encoding for pages that do
not specify their encoding. This may cause the
browser to display pages incorrectly if the user
browses pages that do not specify their
encoding, or creates pages without specifying
the encoding. Consider the two following

scenarios:

Scenario 1

1. A Japanese user goes to a Japanese site
which does not specify its encoding.
Netscape defaults to Japanese (Auto-
Detect).

2. The Japanese user logs into TeamSite (UTF-
8 pages). Netscape switches to UTF-8.

3. The Japanese user opens a new window and
returns to the Japanese site which does not

specify its encoding. Now Netscape defaults
to UTE-8.

This would not happen if the site specified
the encoding of its web pages.

Scenario 2

1. A Japanese user logs into TeamSite (UTF-8
pages). Netscape switches to UTF-8.

2. The Japanese user’s content in TeamSite
does not include the ‘Content-type’” META

tag.

3. Upon entering SmartContext QA, Netscape
tries to render the content as UTF-8, which
is probably wrong. The solution to this

problem is to always specify the encoding
for all HTML content.
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Multiple Languages, One Web
Site

TeamSite allows contributors to use any or
all of the supported languages in its GUI.
However, users who want to see multi-
language content must have browsers capable

of doing this. For example:

1. In TeamSite, a Japanese user enters some

submit comments in Japanese.

2. If an American user wants to view the
version history, then the American user’s
browser must be capable of correctly

displaying Japanese characters.

Internationalization
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Appendix C
Glossary

Administrator

Autoprivate

The owner of a branch, responsible for the
project being developed on it. An
Administrator can perform all the functions
that an Author or an Editor can, and can also
create and delete new sub-branches and
workareas on his branch. Administrators
exercise control over workflow by giving
workareas to editors and sub-branches to other

administrators.

Advanced File Merging

TeamSite can automatically merge two
separately modified versions of a file,
producing a new file containing the changes
made by both users. Advanced File Merging is
completely automatic if the edits were made to
different parts of the file (non-conflicting
edits).

Author

A primary web content contributor with
limited access to the TeamSite system. Authors
can access, create, and modify web content
through their Editors” workareas. An Editor
can assign specific files to an Author, which

will appear in the Author’s To Do list.

The Autoprivate feature helps minimize clutter
on the development server. Autoprivate
automatically identifies file types that should
not be submitted to the staging area and marks
them as Private. These files typically include
Macintosh resource forks (.FRK), Microsoft
temporary files (. TMP) and various backup
files (.BAK).

branch

A path of development for a body of content
developed and maintained by a team. Each
branch contains one or more workareas, a
staging area, and a published edition and may
contain sub-branches and previous editions.

Branches are depicted in TeamSite with the .

icon.

comment

A note attached to a file, directory, workarea,
branch, edition, job, or task. Comments can be
attached to workareas, branches and editions
when they are created. Comments can be
attached to files and directories when they are
assigned, returned, rejected, locked or
submitted. Global comments can be set when

these functions involve multiple files.
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Co

mpare
A function that displays a list of the differences
between any two TeamSite objects. Objects
that can be compared include workareas,
staging areas, or editions.

conﬂict

Occurs when multiple users make changes to
the same file in multiple locations, for
example, when a file has been changed in two

different workareas.

conflicting edits

Occur when multiple users make changes to
the same parts of the same file, producing two
versions of the file that cannot be automatically
merged. Conlflicting edits require users to
specify which individual changes will go into
the merged version.

contributor

Any user of TeamSite that modifies or creates
content for the Web site. “Contributor” is a
generic term that does not designate any
specific TeamSite role (for example, Author,
Editor, Administrator, or Master).

edition

A frozen, read-only snapshot of a branch of
development. An edition contains a copy of all
the files in the staging area at the time it was
published. New editions can be released to
production servers as complete, functional
Web sites. Editions also serve as rollback
points for projects in development, and they
provide permanent archives of the Web site for

Glossary

Site Rollback. Editions are depicted in

TeamSite with the _J icon.

Editor

The owner of a workarea or workareas.
Editors assign files to Authors, manage files,
and edit and create files, submit content to the
staging area, and may publish editions. Editors
may have access to workareas that they do not
own, but they cannot assign files in these

workareas.

history

A complete record of all changes that have
been made to a file through time. A user can
see the complete history of a file by selecting it

and selecting History from the View menu.

Home page

A user’s overview of the TeamSite system. By
default, an Author’s Home page will display his
Task list. An Editor’s or Administrator’s Home
page will display an overview of the TeamSite
system. The Home page can be set to any
directory where the user has access.

initial edition

The first edition on a newly created branch.
The initial edition serves as the original source
of content for all workareas on a new branch.
This edition may be empty, or it may be a copy

of an edition from another branch.
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job
A set of interdependent tasks. Each job is a
specific instance of a workflow model.

locking

Restricting file access within a branch. Locking
a file reduces the possibility of conﬂicting edits

but also reduces the team’s ability to work on
files simultaneously. Every time a file is
locked, the version in the workarea is
compared with the version in the staging area
and the latest is taken (although this behavior
can be overridden). TeamSite supports three
types of locking, or locking models: Submit
Locking, Optional Write Locking, and
Mandatory Write locking. The locking model
is defined at the branch level by the

Administrator.

main branch
The first branch created when TeamSite is
installed. The Main Branch is owned by the
Master user. All branches in the TeamSite

system are subordinate to the main branch.

Mandatory Write locking
A type of locking where users are required to
lock a file in order to edit it. Until a user locks
a file, all files in his workarea are read-only.
Taking the write lock allows only a single
person to modify the file at a given time,
ensuring serial development and eliminating

conﬂicting edits.

Master

The owner of the main branch. The Master
user is responsible for the entire Web site. The
Master organizes the structure of the TeamSite
system and coordinates the activities of all
users, and can also perform all functions on all

branches.

merge

The process of reconciling conflicts between
versions of a file that have been edited by two
people. The two versions can be merged in the
staging area to produce a new version of the
file, incorporating changes made by both users.
Merging can be automated with TeamSite’s

Advanced File Merging.

Navigation Window

The left-hand side of the TeamSite window,
which allows you to navigate through TeamSite
by clicking on the underlined names of
branches, workareas, staging areas, editions, or

directories.

Optional Write Locking

A type of locking in which users can choose to
lock a file to ensure no other users edit the file,
even within their own workareas. When a user
locks a file, it becomes read-only to all other
users. Under the Optional Write Lock model,
locking files ensures serial development of
those files and reduces the risk of conflicting
edits
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Private

Within a workarea, a user can mark a file as
Private, which prevents the file from being
submitted to the staging area if the file is a part
of a workarea or directory that is submitted. It
also prevents the file from being copied to

another workarea during a Copy To operation.

Public

The opposite of Private, the Public function
removes the private rnarking on a file. All files

are public by default.

publish

To create a new edition based on the current

staging area.

Site Rollback

The process of deploying a previous edition in
place of the current Web site. Because
TeamSite editions are complete copies of the
entire Web site at the time of publication, they
can be referenced to revert to prior versions of

files, directories, or the entire Web site.

SmartContext ™ QA

The use of individual workareas and staging
areas to allow users to test their work in the
context of the entire Web site without actually
deploying the Web site. This allows Authors,
Editors and Administrators to catch and fix
their own mistakes at an early stage.

Glossary

SmartContext ™ Editing

The ability to edit a file while browsing the
Web site. This provides a simple, intuitive way
of finding the file you want to edit, editing it in
context and see your changes immediately.

Staging area

The area where users integrate the contents of
their workareas. Users submit read-only copies
of files from their workareas to the staging area
to integrate with other contributions, and test

the integrity of the resulting Web site. Staging

i
areas are depicted in TeamSite with the j

icon.

sub-branch

A branch subordinate to a major branch. To
separate development efforts among teams or
team members, an Administrator can create
sub-branches. The sub-branch receives its own
unique staging area and workareas and
generates its own editions. Editions published
on a sub-branch can be integrated back into
work on the higher branch, or released as
stand-alone Web sites.

submit

The act of transferring Web site content from a

workarea to the staging area.

Submit Locking

A type of locking in which users can choose to
lock a file to insure that their changes will be
submitted to the staging area. While a file is
locked, other users can edit their own version
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of the locked file within their workarea, but
they cannot submit to the staging area. Once

the lock holder has released the file lock, other

users can merge their modifications with the

new file version.

task
A unit of work performed by a single user or
process. Each task in a job is associated with a
particular TeamSite workarea and carries a set
of files with it.

task transition
Selecting a task transition moves the job along
the workflow process by activating successor

task(s).

TeamSite Templating
A TeamSite module that allows you to
configure the look and feel of your web pages.
For more information, consult Using and

Coqﬁguring TeamSite Rmp]ating.

template
A file that specifies attributes of another file,
such as look and feel. When you create a file,

you can choose to base that file on a template.

To Do list
A user’s initial view of the TeamSite system.
The To Do list shows the user which tasks and
jobs he is responsible for, and allows the user
to do the necessary work to complete the
tasks.

unlock

To remove a lock from a file. If an Editor has
locked a file, the branch Administrator or
Master user can also remove the lock. The
Master user can remove any lock from any file.

user

A TeamSite Author, Editor, Administrator, or
Master.

Web site

A generic term, meaning a set of interrelated
files viewed through a browser. In TeamSite,
the term “Web site” generally refers to all the
contents on a branch of development, though
these may be a superset or a subset of an

organization’s actual Web site.

workarea

A virtual copy of a Web site, which may be
worked on independently without affecting the
actual site or the work of other contributors. A
workarea can be owned by a single user or a
number of users together. Editors and
Administrators can own workareas, but

Authors cannot. Workareas are depicted in

TeamSite with the ﬂ icon.

WOI']?ﬂOW

A system for defining the necessary processes
for content creation and approval. See also

“workflow model,” “job,” and “task.”
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workflow model
A general workflow configuration that can be

used repeatedly. Each workflow model
describes a process which may include user
tasks and a wide variety of automated tasks.

Work Window
The right-hand side of the TeamSite screen,

which allows you both to navigate through

TeamSite and to manipulate files.
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Index

A

adding comments to tasks 69, 72
adding file types

Macintosh 14

UNIX 14

Windows 13
adding files to tasks 70, 71
Administrators

defined 6, 93

special abilities of 79-83
aliases

creating 27
approving files in tasks 73
Authors

and approval processes 6

defined 6, 93
Autoprivate 61

defined 93

backing stores 4
branches
creating 79
defined 4, 93
deleting 81
groups for sharing 80
icons 4, 85
in the graphical user
interface 9
locking models on 55

owners 80

publishing on 64

setting locking models 80

structure of 4
browser view

and frames 37

of files 37
browsers

choosing 10
Button Bar 20, 23

Administrator’s 79

C

charset parameter
specifying web content
encoding 89
choosing browsers 10
client platforms, discussed 1
comments
adding to tasks 69, 72
defined 93
lock 57
publish 65
submit
individual file 38, 39
keywords 38, 39
submit operation 38, 39
common ancestors 52
comparing
defined 94
file properties 50, 74

file versions 59
files 47-51
and copying 51
merging 52
overview 47
source differencing 51
to any TeamSite area 47,
48
to the staging area 48
viewing results 48, 49, 56
visual differencing 50
tasks, to the staging area 74
two TeamSite areas 48
completing tasks 73
configuring
file types 11
LaunchPad 12
conflicting edits 56
defined 94
merging 53
conflicts
and updating your
workarea 41
defined 94
merging 52
submitting 40
task 73
Viewing 49
contributors
defined 94
cookies 11
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copying files
cancelling 45
over newer versions 46
to areas 45-46
to other directories 37
versions 51
while comparing 51
creating
branches 79
directories 31
files 29
jobs 75
workareas 80
custom reports 32

D
deleted
directories 49
icons 85
files 49

icons 49, 61, 85
restoring 46
deleting
branches 81
directories, from a
workarea 31
editions 81

files

deleting 31

from the staging area 61
icons 85
new 27,31
restrictions on names 31
submitting 40

E
editing
and locking files 55
file types
Macintosh 15
UNIX 15
Windows 14
files 31
in tasks 69
on the server see Direct
Edit
on your computer see Re-
mote Edit
through SmartContext
Editing 32
through the main GUI 34
with different editing
applications 18
tasks 70
editions
defined 5, 94
deleting 81

Unicode 89

UTEF-8 89
encoding by text editors 90
event conditions, in reports 82

F

file names
restrictions on 30, 36
file properties
about 44
comparing 50, 74
metadata 44
viewing 43
file system interface 26
accessing 26
Macintosh 26
UNIX 26
Windows 26
navigating 26
structure 27
file types
about 11
adding
Macintosh 14
UNIX 14
Windows 13
configuring 14
Macintosh 14

from a workarea 31 and Submit logs 31 edltll;/% ' .
from the staging area 61 differences between 65 acintosh 15
temporary, from your lo- icons 5, 85 \L;VNIQ( 15
cal hard drive 19 initial 80 . indows 14
workareas 81 Editors files
Direct Edit defined 6. 94 comparing 47-51
behavior 34 encodin ’ conflicting
LaunchPad 16 charsegt parameter 89 mirging >2
. . submitting 40
directories META tag 89 o g
deleted 49 i pymg '
specilying 89 over newer versions 46
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copying to areas 45-46
cancelling 45
deleted 49
icons 49, 61, 85
restoring 46
deleting 31
from the staging area 61
editing 27, 31
in tasks 69
on the server see Direct
Edit
on your computer see Re-
mote Edit
through SmartContext
Editing 32
using different editing
applications 18
histories 58
defined 94
icons 49, 85
importing 35
listing modified 54-55
multiple workareas 54
on a branch 54
locking 55, 55-57
merging 52
and Submit locking 56
and Write locking 56
metadata capture 62
metadata search 63
moving 36
and version histories 36
new 27,29
permissions 29
previous versions 58
renaming 27, 36
and version histories 36
restoring deleted 46
source differencing 51

submitting 38, 55
directly 38
through SmartContext
Editing 38

through the graphical user

interface 38
through workflow 39
temporary 18
unlocking 57
uploading 18
Viewing 37
in browsers 37
locked 37

source 37

G
Get Latest command 41
Global Reports Center 81
custom reports 82
quick reports 82
graphical user interface
about 9, 20
available functions 9
branch view 21
Navigation Window 21
setting up 9
Work Window 21
workflow view 20
groups for sharing
branches 80
workareas 81

H

histories
defined 94
file 58

Home page
defined 94

resetting to default 22
setting 22

icons 85

backing store 4

branch 4, 85

deleted file 61

deleted file or directory 49, 61,
85

directory 85

edition 5, 85

file 49, 85

in LaunchPad 18

key 57,85

lock 57, 85

modified file 36, 37, 45, 49, 85

modified key 57, 85

modified lock 57, 85

private directory 61, 85

private file 60, 85

staging area 5, 85

workarea 5, 85

importing files 35
in-context QA

see SmartContext QA

initial edition 80

defined 94

internationalization

browser behavior 91
recommendations 89
text editor encoding 90
Unicode 89

UTEF-8 89

Interwoven Merge 52

J

jobs
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creating 75
defined 7, 95
details 76
managing 75
templates 76
viewing 68, 75, 76

K
key icons 57, 85

L
languages
browser behavior when
interpreting encoding 91
LaunchPad
about 11
adding file types 13
and editing files 31
and SmartContext Editing 24
configuring 12, 14
configuring file types 12
Direct Edit 16
file icons in 18
preferences 18
Remote Edit 17
running 11
window 18
links
checking 32
listing
locks 57
modified files 54-55

multiple workareas 54
on a branch 54
locked files
icons 57, 85
submitting 39, 40
viewing 37

locking
defined 95
files 55, 55-57
in workareas 55
Optional Write 56
setting, on a branch 80
Submit 56
types of 55
Write 56
locks
listing 57
Viewing 57
logging in to TeamSite 10
logging out of TeamSite 19
logs
Submit 41, 65
Update 42, 45

M

main branch
defined 95

managing workflow
jobs 75
tasks 68

Mandatory Write locking
defined 95

Master users
defined 6, 95

Menu Bar 20, 23
Administrator’s 79

merging files
about 52
and Submit locking 56
and viewing differences 53
and Write locking 56
conflicting edits 53
defined 95
task files 75

META tag
specifying web asset
encoding 89
metadata
about 62
command-line tool
see also the Command-Line
Tool Reference 62
entering
file view 63
rules view 62
search 63
TeamSite Metadata Search
window 64
viewing, in file properties 44
minimizing
SmartContext Editing tab 24
modification history 58
modified files
icons 36, 37, 45,49, 85
Viewing 54
modified key icons 57, 85
modified lock icons 57, 85
moving files 36
and version histories 36
multibyte characters
browser behavior when
interpreting encoding 91
MultiStore
defined 4

N

Navigation Window 21
defined 20, 95
using 21

new
branches 79
directories 27, 31
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files 27, 29, 55

jobs 75

workareas 80
notation conventions

defined 1

(o)

older versions
reverting to 59
viewing 58
opening files
for editing 31
for viewing 37
Optional Write locking 56
defined 95
overwriting
and comparing files 51
and copying files 46
and getting latest versions 41
and locking files 57
and submitting files 38
workflow 39
copying over newer files 46

P

performing tasks 68
platforms
client 1
server 1
private
defined 96
directories 60
icons 61, 85
files 60
icons 60, 85
submitting 60
see also Autoprivate

public

defined 96
directories 61
files 61
publishing 6, 64
and differences between
editions 65
defined 96

Q

quick reports 82

R

Remote Edit 35
behavior 34
configuring

Macintosh 17
references 17
LaunchPad 17

removing files from tasks 71

renaming files 36
and version histories 36

reports
event conditions 82
viewing 81

custom 8§82
quick 82
resolving conflicts
task 73

restoring deleted files 46

retrieving tasks 73

reverting
modified files 59
to older versions

of files 59
revision ID 58

S

search metadata 63

TeamSite Metadata Search
window 64
server platforms, discussed 1
setting up
graphical user interface 9
shortcuts
creating 27
Site Rollback
defined 96
SmartContext Editing
activating 23, 24
and LaunchPad 24
checking links with 32
defined 96
editing files with 32
editing images with 33
file status 24
framesets 33
submitting files 38
tab 23
icon 23
indicator 23
minimizing 24
tab defaults 25
task files 32
SmartContext QA 9
defined 96
sorting
in the TeamSite graphical user
interface 21
source differencing
file versions 59
files 51
tasks 75
source view
of files 37
staging area
and private files 60
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defined 5, 96
icons 5, 85
updating your workarea 41
sub-branches 5
defined 4,96
submit job
cancelling 40
holding 40
templates 38, 39
Submit locking 56
defined 96
submitting files 56
Submit logs 41, 65
and deleted branches 81
Viewing 41
submitting
conflicting files 40
defined 96
directly to the staging area 38
directories 40
files 38, 55
through the graphical user
interface 38
using SmartContext
Editing 38
locked files 39, 40
private directories 60
private files 60
through a workflow process 39
under Submit locking 56
under Write locking 56
workareas 38, 39

T
tab, SmartContext Editing

see SmartContext Editing tab
taking ownership of tasks 73
tasks

adding comments 69, 72
adding existing files to 71
adding new files to 70
approval 73
Comparing to the staging
area 74
completing 73
defined 8, 97
editing 70
editing files 69
external 8
managing 68
merging files 75
performing 68
removing files from 71
resolving conflicts 73
retrieving 73
source differencing 75
taking ownership of 73
transitions 67, 73
defined 97
user 8
Viewing 68
visual differencing 75
TeamSite structure, defined 3
TeamSite Templating, defined
see also Using and Configuring
TeamSite Templating
templates
defined 97
selecting 30
temporary files 18
Remote Edit 17
To Do list 67
defined 97
Viewing 68
Tool Bar
Administrator’s 79

elements 23
Top View
resetting 22
setting 22
troubleshooting
creating new files 29

V)
Unicode
about 89
UNIX 14
unlocking files 57
Update logs 42, 45
Viewing 42
updating
workareas 41
see also Get Latest
uploading files 18, 34, 35
LaunchPad 18
users
defined 97
UTEF-8
about 89
recommendations 89

Vv

version histories
Viewing 58
version ID 58
version path 82
versions
Comparing 59
source differencing 59
viewing older 58
viewing
comparison results 49
file histories 58
file properties 43
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files 37
in a browser 37
source 37
job details 76
jobs 75
locked files 37
locks 57
modified files 54
older versions 58
reports 31
custom 82
quick 82
submit logs 41
To Do lists 68
update logs 42
URLs 37
version histories 58
visual differencing
defined 50
files 50
SmartContext Editing 50
tasks 75
vpath 82

w

web browsers
behavior when interpreting
encoding 91
web content
specifying the encoding of 89
web sites
and branches 4
Work Window 21
defined 98
workareas
creating 80
defined 5, 97
deleting 81

files in 41
groups for sharing 81
icons 5, 85
locking files in 55, 57
modified files in 54
owners 80
private 81
private files in 60
shared 81
submitting 38, 39
submitting files from 38
updating 41, 81
Viewing 21
viewing locks in 57
viewing modified files 54
workflow
defined 97
process overview 67
workflow models
and jobs 8
defined 7, 97
workflow templates
choosing 76
defined 67
Write locking 56
submitting files 56
see also Optional Write
locking, Mandatory Write

lockingw
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